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CO-EDUCATIONAL 
(EVENING  SESSIONS) 


New  Haven  College  of  the  Young  Men's  Christian 
Association  is  incorporated  under  the  laws  of  Connecticut, 
Its  administrative  offices  are  at  50  Howe  Street,  New  Haven,  Connecticut. 
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ACADEMIC  CALENDAR 

1929-30 

First  Semester: 

Registration  of  Students   (first  semester) September      2-28 

Examinations    for    Entrance,    Removal    of    Conditions 

and  Advanced  Standing   September    10-16 

Opening    Exercises    September   30 

Class  Sessions  begin  September   30 

Thanksgiving  Day  (Thursday's  classes  held  on  Friday)  ..November   28 

Christmas    Holidays    begin December   21 

Class   Sessions   resume January      2 

Registration  for  second  semester  begins January    15 

Mid-year  Examinations  commence   January    30 

Second  Semester: 

Registration  for  second  semester  ends February    10 

Class   Sessions   begin February    10 

Washington's   Birthday    (classes  omitted) February   22 

Good    Friday    (classes   omitted) April    18 

Final  Examinations  commence June      2 

Dates  of  Baccalaureate  Service  and 
Commencement  Exercises  to  be  announced 


ADMINISTRATIVE  OFFICE  HOURS 

50  Howe  Street  Telephone  7-6600 

Daily  Saturday 

8:30  A.  M.  to  5:30  P.  M.  8:30  A.  M,  to  12:00  Noon 

Evening  Hours  between  June  lO  and  October  I  by  appointment 

COLLEGE  OFFICE  HOURS 

Winchester  Hall  i  5  Prospect  Street  3-6600 — Ext.  225 

7:00  P.  M.  to  10:00  P.  M.  Monday  to  Friday  inclusive 

October  l  to  June  lO 

See   map   on   back   cover    for    location   of    office    and    classrooms 

in  the  Yale  University  Buildings  used  by  New  Haven  College. 


INTERVIEWS 

Prospective  students  or  those  desiring  advice  and  counsel  in  regard  to 
any  part  of  the  school  work  or  curricula  are  offered  a  personal  interview  with 
the  Dean  of  the  Department. 
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HISTORY  AND  GENERAL  STATEMENT 

New  Haven  College  was  incoqiorated  in  May,  1926,  by  officials 
of  the  New  Haven  Young  Men's  Christian  Association.  The  College 
had  its  beginning  in  1920  as  the  New  Haven  Division  of  Northeastern 
University,  Boston.  The  initial  enrollment  of  225  students  was  fol- 
lowed by  a  steady  increase  each  succeeding  year  until  in  1926  a  total 
enrollment  of  963  was  reached.  This  included  the  students  in  all  de- 
partments of  the  College  and  in  the  Preparatory  School,  which  is  ad- 
ministered by  the  College.  Since  the  incorporation  of  New  Haven 
College  as  an  independent  institution,  the  growth  has  continued,  both 
in  numbers  of  students  and  in  other  respects. 

As  soon  as  the  high  quality  of  work  at  Northeastern  was  recog- 
nized and  its  ability  to  meet  a  real  need  had  been  demonstrated,  the 
Sheffield  Scientific  School  of  Yale  University  showed  a  spirit  of  gen- 
erous cooperation  by  placing  at  the  disposal  of  the  faculty  and  stu- 
dents the  well-adapted  class  rooms,  drafting  rooms,  and  laboratory 
equipment  in  the  several  Yale  buildings,  including  Winchester  Hall, 
Engineering  Mechanics  Hall,  North  Sheffield  Hall,  Dunham  Elec- 
trical Laboratory,  and  in  later  years  the  Sterling  Chemistry  and  Ham- 
mond Metallurgical  Laboratories.  During  the  past  year  nearly  all  of 
the  classes  have  been  held  in  these  buildings.  The  steady  development 
of  this  educational  enterprise  on  a  sound  basis  has  been  greatly  facili- 
tated by  the  active  interest  and  invaluable  counsel  of  the  Yale  authori- 
ties. 

The  establishment  of  New  Haven  College,  as  a  local  and  inde- 
pendent institution  is  the  result  of  an  exhaustive  study  and  a  careful 
survey  of  the  educational  needs  of  the  employed  men  and  women  of 
New  Haven  and  vicinity.  The  program  of  evening  instruction  offers 
mainly  courses  in  Commerce  and  in  Engineering,  including  junior  col- 
lege courses. 

Under  the  same  general  administration,  the  New  Haven  Prepara- 
tory School  is  conducted  for  college  entrance  and  general  high  school 
training.  An  extension  department  offers  short  term  or  highly  special- 
ized courses  of  a  business,  technical,  and  cultural  nature  to  individuals, 
business  houses,  clubs,  churches,  and  industrial  organizations.  These 
extension  classes  will  be  set  up  and  operated  at  the  most  convenient 
times  and  places. 
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PURPOSE  OF  THE  COLLEGE 

The  evening  courses  offered  by  New  Haven  College  have  been 
selected  and  developed  to  meet  the  needs  of  young  men  and  women 
who  desire  to  attain  advancement  and  leadership  in  particular  fields 
of  endeavor. 

It  is  an  established  fact  that  year  after  year  many  young  men  and 
women  find  it  necessary  to  seek  employment  either  before  or  immedi- 
ately following  graduation  from  high  school.  They  are  prevented 
from  securing  a  college  education  which  they  are  qualified  to  pursue. 
After  several  years  some  of  these  young  men  and  women  discover 
they  have  apparently  reached  a  point  where  further  advancement  is 
impossible  without  specialized  training.  Others  find  that  they  are 
being  forced  to  continue  in  positions  not  conducive  to  their  well-being 
and  happiness  because  they  have  not  acquired  the  necessary  specialized 
training  to  open  the  door  to  new  fields  of  opportunity. 

The  primary  objective  of  New  Haven  College  is  to  provide  the 
opportunity  whereby  these  young  men  and  women  can  secure  through 
evening  courses  of  study  the  training  and  education  which  will  enable 
them  to  render  the  largest  possible  service  and  to  make  the  most  of 
life. 

To  accomplish  this  object,  courses  have  been  developed  in  the 
Departments  of  Commerce  and  of  Engineering,  covering  from  one  to 
four  years  of  specialized  study  to  meet  the  needs  of  men  and  women 
according  to  their  age,  experience,  position  and  requirements.  These 
courses  have  been  planned  with  a  three-fold  purpose: 

First,  to  give  an  organized  scientific  knowledge  of  the  basic  principles 
and  conditions  underlying  business  or  engineering. 

Second,  to  coordinate  the  teaching  of  basic  principles  with  classroom  in- 
struction so  intensely  practical  and  workable  that  the  student  may 
gain  an  intimate  knowledge  and  understanding  of  the  everyday 
task  at  which  he  is  now  employed  or  which  he  may  later  encounter. 

Third,  to  develop  a  habit  of  thinking  which  assures  clear  logical  analysis 
and  sound  judgment  in  handling  business  or  engineering  problems. 
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OCCUPATIONAL  GROUPS  SERVED 

The  College  offers  subjects  in  the  Department  of  Commerce  and 
in  the  Department  of  Engineering  which  are  of  special  value  to  those 
connected  with  the  following  types  of  enterprises  and  organizations: 

Banking  Houses  Construction   Companies 

Insurance  Agencies  Contracting  Firms 

Brokerage  Offices  Public  Service  Companies 

Mortgage  Houses  Manufacturing  Concerns 

Branch   Houses  Lawyers 

Real  Estate  Firms  Teachers 

Wholesale  Houses  Architects 

Retail  Concerns  Associations 

Commission  Merchants  Clubs 

National  Distributors  Engineering   Firms 

Electrical   Firms  Accounting  Firms 
Investment  Houses 

Executives  such  as  general  managers,  office  and  sales  managers, 
department  heads,  treasurers,  accountants,  cashiers,  comptrollers,  credit 
men,  and  officers  of  corporations  will  find  special  subjects  of  particular 
value  to  them.  These  men  by  virtue  of  their  positions  must  be  con- 
stantly in  touch  with  the  most  recent  business  trends  as  well  as  the 
developments  and  experiences  of  others  engaged  in  similar  activities. 

Junior  executives  whose  daily  work  requires  an  ever-increasing 
exercise  of  independent  judgment,  discretion,  and  executive  ability 
will  find  it  possible  to  increase  their  efficiency  by  pursuing  a  specialized 
course  of  study  based  upon  these  subjects. 

College  graduates,  representing  men  and  women  engaged  in  pro- 
fessional work,  such  as  engineering,  law,  medicine,  teaching,  or  in 
various  business  enterprises,  will  find  it  possible  to  supplement  their 
previous  cultural  or  technical  education  with  a  more  adequate  back- 
ground of  business  and  economic  training. 

Finally,  routine  and  clerical  workers,  salesmen,  production  man- 
agers, and  others  who  desire  to  better  their  status  and  to  prepare  for 
advanced  positions  requiring  executive  and  managerial  skill  may  pur- 
sue a  specialized  course  of  study  to  meet  their  individual  needs. 
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THE  FACULTY 

The  teaching  staff  is  made  up  of  men  selected  in  part  from  the 
faculty  of  Yale  University  and  in  part  from  successful  New  Haven 
industrial  and  commercial  concerns  and  from  professional  life.  The 
ability  clearly  and  interestingly  to  impart  knowledge  and  experience 
to  the  student  in  a  sympathetic  and  scholarly  manner  is  demanded  of 
the  instructors.  The  contact  with  men  of  broad  experience,  liberal 
training,  masterful  skill,  and  high  moral  and  ethical  standards  proves 
of  great  value  to  the  student,  and  has  been  one  of  the  chief  factors 
which  has  contributed  to  the  success  and  development  of  the  College. 

Each  member  of  the  faculty  has  demonstrated  by  his  past  teach- 
ing experience  his  particular  fitness  for  conducting  the  course  he  now 
directs,  and  all  sincerely  desire  to  assist  by  every  possible  means  in  the 
advancement  of  their  students. 

SPECIAL  LECTURERS 

A  number  of  outstanding  industrial  and  professional  men  of  this 
city  cooperate  in  connection  with  the  courses  given  by  the  College. 
These  men  are  called  upon,  from  time  to  time,  to  lecture  to  the  stu- 
dents on  subjects  in  which  they  are  or  have  been  practically  engaged, 
the  lectures  being  given  to  classes  studying  that  particular  phase  of 
activity. 

ADMISSION  OF  WOMEN 

Women  are  admitted  to  the  College  upon  the  same  basis  as  men, 
and  are  permitted  to  pursue  any  of  the  courses  leading  to  the  degree, 
diploma,  or  certificate. 

Each  year  the  number  of  women  enrolling  in  the  College  steadily 
increases.  These  women  recognize  the  value  of  training  in  account- 
ing, economics,  business  administration  and  in  other  fields  as  a  prepara- 
tion for  positions  of  greater  responsibility.  The  values  of  such  a  train- 
ing should  not  be  overlooked  by  those  women  who  may  be  called  upon 
to  handle  their  own  business  problems  or  financial  affairs. 

MID-YEAR  ENTERING  CLASS 

Classes  are  organized  at  the  beginning  of  the  second  semester  to 
accommodate  those  who  find  it  impossible  to  enter  the  College  in 
the  fall. 
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TUITION  EXPENSES 
Since  New  Haven  College  is  organized  upon  a  non-profit  basis, 
tuition  charges  are  fixed  as  low  as  possible  and  are  within  the  reach 
of  most  young  men  and  women.     For  further  details  on  tuition,  see 
Page  1 8. 

SCHOLARSHIPS  AND  LOANS 

Some  industries  and  public  service  companies  have  adopted  scholar- 
ship plans  whereby  their  employees  are  encouraged  to  enroll  for  courses 
in  the  College,  tuition  in  whole  or  in  part  being  defrayed  by  the  com- 
panies upon  evidence  of  the  attainment  of  satisfactory  grades  in  their 
courses. 

A  loan  fund  is  maintained  in  the  College  available  to  worthy 
students  whose  financial  condition  would  normally  make  it  impos- 
sible f  ^r  them  to  pursue  or  complete  courses  in  the  College. 

EQUIPMENT 

The  location,  equipment,  and  laboratory  facilities  of  a  college  are 
of  primary  importance. 

Through  the  cooperation  of  the  Sheffield  Scientific  School  of  Yale 
University,  New  Haven  College  is  allowed  the  use  of  Winchester 
Hall,  North  Sheffield  Hall,  Engineering  Mechanics  Hall,  Dunham 
Electrical  Laboratory  and  Hammond  Metallurgical  Laboratory,  and 
the  use  of  Sterling  Chemistry  Laboratory  through  the  cooperation  of 
the  University  as  a  whole.  These  commodious  buildings  are  located  on 
Prospect  Street,  Hillhouse  Avenue,  and  Mansfield  Street,  and  oifer 
extraordinary  facilities  for  all  types  of  technical  and  business  work. 
For  exact  location  of  these  buildings  see  map  on  inside  back  cover. 

STUDY  ROOMS 

Throughout  the  college  year  one  or  more  well-lighted  rooms 
will  be  available  to  students  for  study  purposes  in  Winchester  Hall. 
These  rooms  will  be  open  five  evenings  of  each  week  from  6:30 
P.  M.  until  10:00  P.  M.  Students  will  find  it  possible  to  use  these 
rooms  to  advantage  between  these  hours  in  preparing  assigned  home 
work.  When  necessary,  consultations  with  instructors  may  be  ar- 
ranged in  these  rooms  before  or  after  regular  class  hours. 

One  or  more  of  the  administrative  officers  of  the  College  will  be 
in  a  designated  office  in  Winchester  Hall  five  evenings  of  each  week, 
thus  afi^ording  ample  opportunity  for  students  to  consult  with  them 
concerning  any  problems  that  may  arise  affecting  their  attendance  or 
relations  with  the  College. 
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COLLEGE  ACTIVITIES 

Athletic  and  social  activities  are  controlled  by  the  students  and  are 
developed  as  found  desirable  through  the  Student  Council  Organiza- 
tions of  the  Department  of  Commerce  and  Department  of  Engineer- 
ing. The  Student  Councils  are  representative  student  organizations, 
the  membership  being  composed  of  students  elected  yearly  from  each 
class.  A  newspaper  is  published  by  the  College  in  the  interests  of  the 
students.  Monthly  assemblies  are  planned  and  prominent  speakers  se- 
cured by  the  College  in  cooperation  with  the  Student  Council  Assembly 
Committees. 


THE  Y.  M.  C.  A. 
New  Haven  College  is  conducted  by  the  Young  Men's  Christian 
Association,  which  is  non-sectarian  but  thoroughly  Christian  in  char- 
acter. However,  a  student  should  not  hesitate  about  entering  the  Col- 
lege because  of  religious  faith.  No  attempt  is  made  to  influence  one 
to  participate  in  activities  which  are  contrary  to  the  tenets  of  his  par- 
ticular religion.  Students  are  encouraged  to  participate  in  the  activi- 
ties of  the  Association  so  far  as  is  consistent  with  their  own  particular 
religious  beliefs.  Regular  students  in  New  Haven  College  are  given 
physical  privileges  in  the  Y.  M.  C.  A.  without  extra  cost. 


EMPLOYMENT  SERVICE 

While  the  College  does  not  promise  definite  employment,  every 
effort  is  made  to  render  the  most  effective  type  of  placement  service  to 
students  and  alumni  alike.  Any  student  enrolled  in  the  College  may 
obtain  assistance  and  counsel  from  members  of  the  administrative 
staff  in  determining  the  vocation  for  which  he  is  best  fitted.  Before 
recommending  students  for  placement,  psychological  and  aptitude  tests 
will  be  used.  The  scores  attained  in  these  tests  and  the  scholastic  rec- 
ords will  be  taken  into  consideration  before  recommendation  is  made 
for  any  position. 

This  phase  of  service  is  offered  free  of  charge  to  all  regular  stu- 
dents of  the  College.  Requests  for  placement  should  be  referred  to 
the  heads  of  the  departments. 
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RULES  AND  REGULATIONS 

ADMISSION  REQUIREMENTS 

For  admission  to  New  Haven  College  as  full  course  students,  ap- 
plicants must  satisfy  the  College  that  they  possess  the  essential  quali- 
fications for  effective  pursuit  of  the  course  they  desire  to  enter,  and 
must  show  promise  of  successful  employability  in  the  field  to  which 
their  intended  education  leads.  The  intensive  nature  of  these  courses 
imposes  heavy  demands  upon  the  student's  time  and  efirort,  and  neces- 
sitates that  applicants  shall  be  mature  and  sound  in  mind  and  body, 
and  able  efi^ectively  to  concentrate  their  entire  attention  upon  the  in- 
struction. More  importance  is  attached  to  the  definiteness  of  fur- 
fose,  maturity  and  general  fitness  of  the  candidate^  than  to  his  aca- 
demic training  atid  ability  merely  to  pass  set  entrance  examinations. 

The  courses  ofltered  by  the  Departments  of  Commerce  and  of 
Engineering  of  New  Haven  College  are  open  to  all  men  and  women 
who  have  had  sufl^cient  preliminary  education  and  experience  to  pur- 
sue the  work  profitably.  Each  applicant  for  admission  will  be  required 
to  file  with  the  Board  of  Admissions  an  application  blank,  constituting 
a  record  of  previous  education,  and  listing  the  names  of  persons  to 
whom  reference  may  be  made  in  regard  to  character  and  previous 
experience.  A  matriculation  fee  of  $5.00  is  required  when  the  appli- 
cation is  filed.  Following  acceptance  of  the  application,  students  will 
be  enrolled  as  either  (a)  Regular,  or  (b)  Special  students.  Applicants 
under  eighteen  years  of  age  who  are  not  graduates  of  High  School 
may  be  required  to  complete  such  preliminary  work  as  will  be  outlined 
by  the  Board  of  Admissions. 

(a)  Regular  Students.  All  applicants  for  the  two,  three  and 
four-year  courses  as  outlined  in  the  catalogue  will  be  enrolled  as  regu- 
lar students,  provided  thej  qualify  under  the  following  requirements. 

1.  Graduates  of  approved  High  Schools  will  be  accepted  as  regu- 
lar students,  provided  their  school  record  has  been  satisfactory. 

2.  Applicants,  eighteen  years  of  age  or  more,  who  have  had  suf- 
ficient business  or  technical  experience  and  who  demonstrate  by  a 
qualification  test  that  they  possess  the  intelligence  expected  of  high 
school  graduates,  may  be  accepted  as  regular  students. 
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(b)  Special  Students.  All  other  applicants  who  fail  to  meet  the 
above  requirements  will  be  classified  as  special  students  whether  taking 
single  subjects  or  groups  of  subjects.  They  must  be  capable  of  under- 
taking advanced  work  with  profit,  and  must  in  all  cases  have  had  the 
necessary  preliminary  training  for  the  courses  they  select.  A  special 
student  may  obtain  re-classification  as  a  regular  student  by  meeting 
the  admission  requirements  of  regular  students. 

The  New  Haven  Preparatory  School  conducted  under  the  general 
administration  of  the  College  provides  especially  adapted  facilities  for 
those  applicants  to  the  College  whose  admission  requirements  are  defi- 
cient. 


ADVANCED  STANDING 

Credit  for  advanced  standing  in  the  College  may  be  given  for 
work  completed  in  other  approved  colleges  and  universities,  if  such 
work  is  similar  in  content  and  character  to  corresponding  courses  in 
New  Haven  College.  At  least  one  full  year's  work  must  be  com- 
pleted in  the  College  to  graduate,  irrespective  of  the  amount  of  credit 
earned  in  other  institutions. 

Advanced  standing  in  some  subjects  can  be  secured  by  examina- 
tion, when  the  applicant  has  had  previous  training  or  industrial  expe- 
rience affecting  his  ability  in  such  subjects.  In  this  case  written  appli- 
cation for  examination  must  be  presented  to  the  Head  of  the  Depart- 
ment. A  grade  of  75  per  cent  must  be  obtained  in  the  examination  in 
order  to  secure  credit  for  a  subject. 


INTERVIEWS 

Prospective  students  are  urged  to  arrange  for  interviews  with 
ofi'icers  of  the  College  regarding  the  course  to  be  selected,  admission 
requirements,  and  other  details.  The  College  officials  are  willing 
and  ready  at  all  times  to  counsel  with  the  students  in  choosing  courses 
and  planning  their  future  work.  Students  should  plan  to  submit  their 
applications  early  and  avoid  the  delay  that  comes  with  late  enrollments. 
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REGISTRATION 

Emphasis  is  placed  upon  the  desirability  of  registering  early  in  the 
season  and  thus  avoiding  the  rush  and  delay  that  comes  during  the 
opening  week.  The  College  can  give  each  individual  better  service 
in  completing  registration  if  this  is  attended  to  before  the  opening 
week.  Students  should  file  their  application  for  admission  at  once  so 
that  their  status  may  be  determined  as  early  as  possible.  Transcripts 
showing  previous  education  must  be  secured  by  the  College  office,  and 
the  application  must  be  acted  upon  by  the  Board  of  Admissions  before 
a  student's  status  can  be  determined,  which  requires  considerable  time. 
All  students  who  have  applied  for  admission  and  have  not  been  noti- 
fied of  their  standing  before  College  opens  should  report  for  class 
work  upon  the  opening  week  unless  notified  to  the  contrary. 

Each  student  entering  the  College  for  the  first  time  should  follow 
this  procedure  in  completing  registration: 

1.  Either  in  person  or  by  mail,  file  the  application  for  admission 
on  the  blank  provided  by  the  College  office,  accompanied  by  the  five 
dollar  ($5.00)  matriculation  fee. 

2.  Report  to  the  College  office  in  person  on  or  before  the  open- 
ing date  to  fill  out  such  additional  enrollment  forms  as  are  required. 
At  this  time  the  students  should  arrange  their  programs  of  work  and 
as  far  as  possible  adjust  all  matters  regarding  their  status. 


LATE  REGISTRATION 

Those  who  find  it  necessary  to  register  late  may  be  permitted  to 
enter  the  College,  provided  they  have  not  lost  so  much  work  as  to 
render  it  impossible  for  them  to  proceed  with  the  courses. 


MATRICULATION  FEE 

Payment  of  a  matriculation  fee  is  required  of  all  regular  students 
upon  their  initial  application  for  admission  to  the  College.  This  fee 
is  payable  but  once,  and  will  be  refunded  if  the  applicant  is  refused 
by  the  Board  of  Admissions. 


Matriculation  Fee $5, 


00 
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TUITION  FEES 

The  school  year  comprises  34  weeks,  and  is  divided  into  two  semes- 
ters of  17  weeks  each.  Although  students  have  a  choice  of  enrolling 
for  either  one  or  two  semesters  at  the  beginning  of  the  school  year, 
it  is  advisable  that  those  who  are  taking  a  two-semester  course  or  are 
following  one  of  the  two,  three  or  four-year  programs  of  study  enroll 
for  the  two  semesters  in  advance.  Registering  for  two  semesters  in 
advance  makes  it  possible  for  the  student  to  effect  a  saving  in  his  tui- 
tion bill  as  indicated  in  the  list  of  fees  below. 

Tuition  fees  paid  in  advance  are  as  follows: 


Two 

One 

semesters 

semester 

$130.00 

$70.00 

100.00 

55.00 

75.00 

40.00 

Four  subjects,  constituting   8   semester  hours 
Three     "  "  6 

Two        "  "  4 

Single  subjects  range  in  price  from  fifteen  to  twenty-five  dollars 
per  semester.  Information  on  single  subjects  can  be  obtained  from  the 
College  office. 

DEFERRED  PAYMENT  PLAN 
While  tuition  payments  are  payable  in  advance,  frank  recognition 
is  made  of  the  fact  that  some  students  find  it  inconvenient  to  pay  the 
full  tuition  at  the  beginning  of  the  semester.  To  accommodate  these 
students  a  partial  payment  plan  has  been  devised.  This  plan  requires 
payment  of  part  of  the  tuition  on  or  before  the  beginning  date  of  each 
semester.  Payment  of  the  balance  can  be  arranged  to  fit  the  indi- 
vidual case. 

A  slight  additional  charge  is  made  to  those  who  use  the  deferred 
payment  plan,  to  cover  the  increased  cost  of  additional  records  and 
collections. 

SPECIAL  FEES 

A  fee  of  $10.00  is  charged  for  conferring  a  degree  or  title,  and 
the  issuance  of  a  diploma. 

A  fee  of  $3.00  is  charged  for  the  issuance  of  a  two-year  Certifi- 
cate of  Proficiency. 

A  fee  of  $  1 ,00  is  charged  for  each  special  or  make-up  examination. 

A  fee  of  $1.00  is  charged  all  regular  students  to  cover  activities. 
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EXPENSES  FOR  BOOKS  AND  MATERIALS 

The  expenses  for  books  and  materials  vary  according  to  the  course 
or  group  of  subjects  taken.  The  price  ranges  from  $1.50  to  $4.50 
per  book. 

WITHDRAWALS  AND  REFUNDS 

Refunds  of  unused  tuition  payments  will  be  made  under  the  fol- 
lowing conditions: 

a.  Refunds  are  made  in  cases  of  illness,  upon  the  certification  of 
the  attending  physician  that  the  illness  is  chronic  and  likely  to  pre- 
vent the  student's  resumption  of  school  work  within  one  year.  In 
all  other  cases  of  withdrawal  because  of  illness,  a  credit  slip  for  the 
unused  portion  of  the  tuition  is  issued,  which  may  be  applied  on  sub- 
sequent tuition  fees  within  a  period  of  two  years. 

b.  In  case  a  student  is  sent  out  of  the  city  permanently  by  his 
employer,  or  is  compelled  to  change  his  working  hours  so  as  to  prevent 
his  continuance  in  the  College,  a  refund  may  be  granted,  provided  the 
application  is  accompanied  by  a  satisfactory  statement  from  the  firm. 

c.  A  credit  slip  is  also  issued  in  cases  of  withdrawals  for  reasons 
other  than  the  above,  provided  these  are  beyond  the  student's  control 
and  could  not  have  been  anticipated  by  him.  In  such  cases  also  a 
written  application  for  withdrawal  and  tuition  credit  must  be  made 
within  a  month  of  the  last  class  attendance. 

In  computing  the  amount  of  cash  refund  or  credit  given,  the 
student  will  be  charged  pro  rata  for  the  period  of  time  attended  up  to 
the  time  of  notification  of  withdrawal. 

REQUIREMENTS  FOR  GRADUATION 

I.      For  the  Degree  of  Associate  in  Business  Administration. 

A  candidate  for  the  degree  of  Associate  in  Business  Administration 
(A.B.A.)  must  satisfy  the  following  requirements: 

1.  He  must  have  met  the  entrance  requirements  and  have  been 
admitted  to  the  College  as  a  regular  student  in  candidacy  for  the  de- 
gree. 

2.  He  must  have  secured  a  minimum  credit  of  sixty  semester 
hours  in  the  following  manner: 

(a)  At  least  48  semester  hours'  credit  must  be  secured  through  the 
satisfactory  completion  of  courses  in  the  College  unless  the  student  is 
admitted  with  advanced  standing. 
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(b)  Each  candidate  must  submit  a  report  before  May  1st  of  the 
year  in  which  he  plans  to  secure  the  degree  covering  a  project  which 
has  been  approved  by  the  head  of  the  department.  The  student  will 
select  a  project  during  the  third  year  of  his  course  and  must  have 
actively  undertaken  same  at  least  one  year  before  submission  of  report. 
Four  semester  hours'  credit  will  be  allowed  for  a  satisfactory  report. 

(c)  Eight  semester  hours'  credit  may  be  allowed  for  business 
experience.  Credit  for  business  experience  is  granted  upon  the  ground 
that  the  knowledges,  skills,  and  experiences  acquired  in  a  business  organ- 
ization arc  equivalent  to  laboratory  work.  In  order  to  obtain  credit  for 
business  experience,  the  student  must  meet  such  requirements  as  may 
from  time  to  time  be  prescribed. 


II.     For  the  Title  of  Associate  in  Technology. 

A  candidate  for  the  title  of  Associate  in  Technology  (A.T.)  must 
satisfy  the  following  requirements: 

1.  He  must  have  met  the  entrance  requirements  and  have  been 
admitted  to  the  College  as  a  regular  student  in  candidacy  for  the  title. 

2.  He  must  have  secured  a  minimum   credit  of  sixty  semester 
hours  in  the  following  manner: 

(a)  At  least  48  semester  hours'  credit  must  be  secured  through  the 
satisfactory  completion  of  courses  in  the  College  unless  the  student  is 
admitted  with  advanced  standing. 

(b)  Each  candidate  must  submit  a  report  before  May  ist  of  the 
year  in  which  he  plans  to  secure  the  title  covering  a  project  which  has 
been  approved  by  the  head  of  the  department.  Four  semester  hours' 
credit  will  be  allowed  for  a  satisfactory  report. 

(c)  Eight  semester  hours'  credit  may  be  allowed  for  technical 
experience.  Credit  for  technical  experience  is  granted  upon  the  ground 
that  the  knowledges,  skills,  and  experiences  acquired  in  a  technical  or- 
ganization are  equivalent  to  laboratory  work.  In  order  to  obtain  credit 
for  technical  experience,  the  student  must  meet  such  requirements  as 
may  from  time  to  time  be  prescribed. 

III.      For  the  Three-Year  Diploma. 

1.  Students  must  have  met  the  admission  requirements  and  have 
been  admitted  to  the  College  as  regular  students. 

2.  They  must  have  secured  a  minimum  credit  of  thirty-six  sem- 
ester hours  in  a  prescribed  course  of  study. 
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IV.     The  Two- Year  Certificate  of  Proficiency. 
The  two-year  certificate  will  be  awarded  to  regular  or  special  stu- 
dents who  have  secured  credit  for  twenty-four  semester  hours  in  a 
prescribed  course  of  study.     At  least   12  units  must  be  completed  in 
New  Haven  College. 

V.      Unit-Certificates. 
Upon  request,  unit-certificates  will  be  issued  for  the  completion 
of  any  one  of  the   unit  subjects  of  study  in  New  Haven   College. 
Requests  for  unit-certificates  must  be  made  within  one  month  after 
the  semester  ends. 


VI.     Graduation  with  Honors. 
Honors   are   based   upon   the   excellence   of   the   work   performed 
by  students  in  the  College.     Two  honorary  distinctions  are  conferred 
upon  properly  qualified  students  at  graduation: 

a.  High  honors  are  conferred  upon  those  who  complete  all  term 
work  and  examinations  throughout  their  course  with  at  least  90%  of 
A's  and  no  marks  below  B. 

b.  Honors  are  conferred  upon  those  who  complete  all  term  work 
and  examinations  throughout  their  course  with  at  least  50%  of  A's 
and  of  the  balance  75%  of  B  grade. 


SEMESTER  HOUR 

A  semester  hour  is  the  unit  of  credit  which  indicates  satisfactory 
completion  of  one  sixty-minute  period  of  class  room  work  or  its  equiva- 
lent per  week  for  one  semester  of  seventeen  weeks.  A  course  which 
meets  I  20  minutes  per  week  throughout  one  semester  receives  a  credit 
value  of  two  semester  hours. 


THE  COLLEGE  YEAR 

The  College  year  is  thirty-four  weeks  in  length,  exclusive  of  the 
time  allowed  for  vacation,  and  is  divided  into  two  semesters  of  seven- 
teen weeks  each.  The  last  week  of  each  semester  is  devoted  to  exam- 
inations. 
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ATTENDANCE  REQUIREMENTS 

1.  A  student  must  attend  at  least  75%  of  the  sessions  in  a  course 
to  be  permitted  to  take  the  final  examination  in  the  course  except  under 
the  following  conditions: 

a.  Where  attendance  has  not  been  less  than  62^^%  of  the  ses- 
sions the  student  may  receive  permission  to  take  the  final  examination, 
provided  he  can  furnish  to  the  Committee  on  Attendance  a  satisfac- 
tory excuse  for  the  absence  under  75%  attendance. 

b.  A  grade  of  70%  must  be  attained  in  the  final  examination  by 
such  students  in  order  to  pass  the  course. 

2.  A  student  must  have  a  total  attendance  of  at  least  two-thirds 
of  all  sessions  scheduled  for  him  in  his  entire  courses  in  order  to  sat- 
isfy the  attendance  requirements  for  his  diploma.  No  exception  is 
made  to  this  rule. 

3.  In  order  to  receive  credit  for  attendance  at  a  session,  a  student 
must  be  present  in  the  classroom  during  the  entire  period,  unless  upon 
satisfactory  excuse  his  presence  for  a  shorter  period  is  accepted  by  the 
instructor. 

OUTSIDE  PREPARATION 

Each  subject  requires  about  two  hours'  outside  preparation.  This 
means  that  the  entering  student  should  arrange  his  time  so  that  he  can 
spend  at  least  two  evenings  a  week  in  home  study.  When  this  time 
is  not  so  set  apart,  the  subjects  are  carried  on  with  great  difficulty  and 
with  less  prospect  of  successful  completion. 

TERM  WORK 

1.  In  most  of  the  courses  systematic  problems  and  assigned  writ- 
ten work  to  be  completed  outside  of  class  hours  is  required. 

In  any  of  the  courses,  the  instructor  may  require  from  time  to  time 
assigned  written  work  to  be  done  outside  of  class  hours. 

2.  In  those  courses  where  systematic  problems  and  assigned  writ- 
ten home  work  is  required,  the  student  must  receive  a  passing  grade 
both  in  term  work  and  the  final  examination  in  order  to  receive  credit 
in  the  course.  Students  failing  to  attain  a  passing  grade  for  term 
work  will  be  required  to  repeat  the  entire  course  if  credit  is  desired. 
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3.  In  those  courses  where  no  systematic  problem  and  assigned 
written  home  work  is  required,  the  mid-year  and  final  examinations 
shall  be  the  determining  factors  as  to  the  student's  success  in  the  course, 
but  at  the  discretion  of  the  instructor  class  discussion  and  written  tests 
may  enter  into  the  determination  of  the  final  grade. 

4.  Deduction  will  be  made  from  written  assignments  lacking 
proper  form,  logical  arrangement  and  structure,  and  good  spelling. 
Students  persistently  doing  poor  work  in  English  will  be  required  to 
complete  additional  study  and  practice  in  English  composition  before 
being  permitted  to  receive  the  diploma  from  the  College. 

5.  In  courses  where  systematic  problems  and  assigned  written 
work  are  required,  the  head  of  the  department  in  conference  with 
each  individual  instructor  may  determine  the  time  limits  and  condi- 
tions under  which  such  work  is  to  be  completed.  Credit  in  a  course 
is  dependent  upon  the  promptness  and  regularity  with  which  such  work 
is  turned  in. 


EXAMINATIONS 

1.  Final  examinations  are  required  upon  completion  of  all 
courses. 

2.  Mid-year  examinations  are  required  at  the  close  of  the  first 
semester  in  all  full-year  courses. 

3.  Students  desiring  to  take  examinations  must  either  take  the 
regular  scheduled  examinations  at  the  end  of  each  course,  or  the  regu- 
lar make-up  examinations  as  scheduled. 

4.  One  make-up  examination  is  allowed  for  the  final  examina- 
tion in  each  course  and  is  given  regularly  every  year,  those  in  Senior 
subjects  in  the  spring  and  those  in  Junior,  Sophomore  and  Freshman 
subjects  in  September.  For  those  who  fail  to  take  or  fail  to  pass  the 
final  examination  in  a  semester  course  at  mid-year,  a  make-up  exam- 
ination will  be  given  within  one  month  after  the  grades  are  reported. 

5.  Make-up  examinations  for  those  who  fail  in  mid-year  exam- 
inations will  be  provided  within  one  month  after  the  grades  are  re- 
ported. A  student  who  takes  neither  the  mid-year  examination  nor 
the  make-up  examination  will  be  given  a  grade  of  zero  (o)  for  the 
mid-year  examination. 
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6.  No  student  will  be  granted  credit  for  any  course  unless  he 
has  received  a  passing  grade  in  the  final  examination.  In  full-year 
courses,  failure  of  the  mid-year  examination  does  not  necessarily  pre- 
suppose failure  in  the  course,  provided  the  final  examination  is  of 
passing  grade. 

7.  A  student  who  fails  in  a  final  examination  of  a  given  course 
receives  credit  for  only  60  per  cent  in  the  make-up,  even  if  he  obtains 
a  higher  grade  in  the  make-up  examination. 

8.  Failure  on  the  make-up  examination  or  in  the  term  work 
requires  the  student  to  repeat  the  entire  course. 

9.  For  each  make-up  examination  taken  by  students  who  were 
unable  to  take  the  first  examination,  or  who  have  failed  in  the  pre- 
vious examination,  a  fee  of  one  dollar  ($1.00),  payable  in  advance,  is 
charged. 

10.  Mid-year  examination  books  and  papers  may  be  returned  to 
the  students  at  the  discretion  of  the  instructor.  Final  examination 
books  are  not  returned,  but  may  be  seen  at  the  office  not  later  th:'.n 
one  month  after  grades  have  been  sent  out. 

TESTS 

1.  Each  class  test  not  taken  by  a  student  will  count  as  zero. 
Make-up  tests  may  be  given  at  the  discretion  of  the  instructor. 

2.  On  each  test  failed  the  student  will  receive  the  grade  given. 

3.  Make-up  tests  for  the  purpose  of  raising  grades  are  not  per- 


mitted. 


REMOVAL  OF  CONDITIONS 


1.  Any  student  who  fails  to  pass  a  sufficient  number  of  courses 
during  two  successive  years  may  be  dropped  from  the  College  or  re- 
quired to  meet  such  conditions  as  are  deemed  advisable  by  the  Com- 
mittee on  Administration. 

2.  No  student  who  fails  to  receive  his  diploma  in  due  course, 
on  account  of  conditions,  will  be  permitted  to  remove  his  conditions 
and  receive  his  diploma  later  than  two  years  after  the  graduation  of 
his  regular  class,  except  by  special  authorization. 

3.  Repeating  any  course  involves  complete  repetition,  as  if  tlie 
work  were  being  taken  for  the  first  time. 

4.  Upon  the  student  rests  the  responsibility  of  ascertaining 
whether  he  has  either  academic  or  collegiate  conditions  and  what  must 
be  done  to  remove  them. 
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GRADES 

The  following  system  of  grading  is  in  use  and,  except  where  other- 
wise specified,  applies  to  both  examinations  and  term  work: 

A — 90-100  inclusive  (Superior  work) 

B— 80-  89  "         (Good  work) 

C — 70-   79  "  (Fair  or  average  work) 

D — 60-  69  "         (Lowest  passing  grade) 

Inc. — Incomplete  

Cond. — Condition    

F — Failure  

1.  The  mark  Incomplete  is  given  only  in  case  the  student  has  not 
finished  all  of  the  required  work  of  the  course  for  some  excellent  rea- 
son, such  as  protracted  illness.  The  work  must  be  completed  to  the 
satisfaction  of  the  instructor  not  later  than  six  months  after  the  close 
of  the  term  in  which  the  mark  is  given. 

2.  A  student  may  receive  a  Condition  in  a  mid-year  or  a  final 
exam  but  not  in  the  term  work.  If  the  term  work  is  below  60,  he 
must  repeat  the  entire  course  regardless  of  the  grade  in  the  examina- 
tion. A  Condition  may  be  given  in  an  examination  provided  the  mark 
does  not  fall  below  50.  If  the  grade  is  under  that  mark,  the  entire 
course  must  be  repeated  regardless  of  what  the  term  grade  n-^ay  be. 
A  Condition  must  be  removed  not  later  than  six  months  after  the  close 
of  the  term  in  which  the  Condition  is  received. 

3.  Failure  requires  that  the  entire  course  be  repeated.  If  a  stu- 
dent does  not  remove  an  Incomplete  or  a  Condition  within  six  months 
after  the  close  of  the  term,  that  mark  automatically  becomes  a  Failure. 

4.  When  a  grade  is  turned  into  the  office  by  the  instructor  that 
grade  is  to  be  considered  final.  It  may  not  be  changed  except  in  un- 
usual cases  where  a  factual  error  has  been  made  in  computing  the 
grade. 

Warning  marks  are  issued  twice  a  year,  on  or  about  December  1, 
and  April  I. 

Grade  reports  are  mailed  to  the  students  from  the  ofl^ce  of  the 
College.  Under  no  circumstances  are  grades  given  out  over  the  tele- 
phone. 

NOTIFICATIONS 

Notify  the  ofl'ice  immediately: 

1.  Of  change  of  address. 

2.  Of  withdrawal  from  any  course;  otherwise,  the  fee  for  that 
course  will  be  charged. 

3.  Of  withdrawal  from  the  College,  giving  the  date  of  the  In^t 
lecture  attended. 
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DEPARTMENT  OF  COMMERCE 
PROGRAMS  OF  STUDY 

The  programs  of  study  as  outlined  in  the  Department  of  Com- 
merce have  been  developed  to  meet  the  varying  needs  of  the  men  and 
women  in  the  several  business  fields.  Courses  of  study  ranging  from 
single  unit  subjects  to  the  programs  covering  four  years  are  described 
in  the  follow^ing  pages. 

There  are  many  cases  where  the  particular  knowledge  gained 
through  pursuing  a  single  unit  course  of  study  has  proved  of  consid- 
erable immediate  value  to  mature  men  and  women.  Provision  has 
accordingly  been  made  to  provide  the  opportunity  of  enrollment  to  all 
who  are  qualified  to  profit  by  one  or  more  courses  in  the  Commerce 
Department.  Recognition  of  the  successful  completion  of  each  unit 
course  is  evidenced  by  a  Unit-Certificate. 

In  building  programs  of  study  which  will  provide  the  student  with 
a  broad  business  education,  it  is  recognized  by  leading  schools  that  the 
unit-semester  courses  should  be  coordinated  so  as  to  make  it  possible 
to  follow  a  consecutive  program  of  study  ranging  from  two  to  four 
years.  Each  unit  course  listed  is  a  regular  semester  course  meeting  once 
a  week  for  a  period  of  seventeen  weeks.  Successful  completion  of  the 
required  number  of  unit  courses  as  outlined  in  the  two,  three  and  four- 
year  programs  of  study  will  entitle  the  student  to  the  Certificate  of  Pro- 
ficiency, the  Diploma,  or  the  Degree  of  Associate  in  Business  Admin- 
istration. 

Complete  descriptions  of  individual  subjects  may  be  found  in  pages 
36  to  50. 
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UNIT  SUBJECTS  OFFERED 

The  following  is  a  classified  list  of  the  subjects  included  in  the 
various  programs  of  study  and  other  special  subjects  which  will  be 
offered  conditional  upon  a  satisfactory  class  enrollment  for  each 
subject: 


Accounting  (A) 

Elementary  Accounting  (A- 1-2) 
Corporation  Accounting  (A  3-4) 
Accounting  Systems  (A-5) 
Advanced     Accounting     Problems 

(A  7-8) 
Cost  Accounting   (A  9-10) 
Auditing  (A  1 1-12) 
Income  Tax  Procedure  (A-13) 
C.  P.  A.  Problems  (A- 14) 


Distribution  (D) 

Marketing  Principles  (D-l) 
Marketing  Problems    (D-z) 
Advertising  Principles  (D-3) 
Salesmanship  (D-4) 
Retail  Merchandising  (D-5) 

English  (E) 

Business  English   (E-i) 
Business  Letters  (E-2) 
Business  Reports  (E-3) 
Public  Speaking  (E-4) 
Persuasive  Speaking  (E-5) 

Economics  (Ec) 

Business  Economics  (Ec  1-2) 
Economic  History  of  the  United 

States  (Ec-3) 
Business  Statistics  and  Forecasting 

(Ec4-5) 
Insurance   (Ec-6) 


Finance  (F ) 

Investment  Principles  (F-l) 
Business  Finance  (F-2) 


Business  Law  (L) 

Law     of     Contracts    and     Agency 

(L-i) 
Law  of  Business  Associations  (L-2) 
Law    of    Sales    and    Commercial 

Papers  (L-3) 
Law  of  Property,  Bankruptcy,  and 

Suretyship  (L-4) 


Management  (M ) 

Business  Psychology  (M-i) 
Purchasing  Problems  (M-2) 
Industrial  Management  (M-3) 
Personnel  Management  (M-4) 
Management  Problems   (M-5) 
Traffic  Management   (M-6) 
Advanced  Traffic  Management 
(M-7) 


Real  Estate  (R  E) 

Real  Estate  Practice  (RE-i) 
Real  Estate  Selling  (R  E-2) 
Real  Estate  Law  (R  E-3) 

Note:  Double  consecutive  num- 
bers represent  full  year  subjects  and 
single  numbers  one  semester  only. 
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FOUR  YEAR  PROGRAMS  OF  STUDY 

Two  distinctive  programs  of  study  leading  to  the  Degree  of  Asso- 
ciate in  Business  Administration  (A.B.A.)  are  outlined  below.  Each 
of  these  programs  normally  covers  a  period  of  four  years'  attendance 
at  classes  meeting  three  hours  per  evening  and  two  evenings  each  week 
during  the  school  year  of  thirty-four  weeks.  The  time  required  to 
cover  the  subjects  listed  in  these  four-year  programs  may  be  shortened 
somewhat  by  carrying  additional  hours;  through  attendance  at  summer 
school  classes  in  any  recognized  college  or  university  offering  similar 
courses;  or  by  those  who  may  be  able  to  secure  advanced  standing  as 
outlined  in  page  1 6. 

Special  consideration  will  be  given  to  those  desiring  to  secure  the 
degree  of  Associate  in  Business  Administration  (A.B.A.)  who  find  it 
impossible  to  carry  more  than  two  subjects  per  week.  A  program  cov- 
ering a  longer  period  of  time  will  be  worked  out  to  meet  the  particular 
problems  of  each  student  of  this  group.  Finally,  those  who  have  at- 
tended a  college  or  university  of  recognized  standing  for  one  full  year 
or  longer  may  find  it  possible  to  transfer  credits  earned  elsewhere  and 
thus  shorten  the  time  required  to  earn  the  degree  under  either  of  the 
two  programs  of  study  as  outlined. 

One  of  these  programs  affords  preparation  in  Business  Admin- 
istration, the  other  specialization  in  Accounting.  In  each  of  these 
courses  the  student,  after  consultation  with  the  Head  of  the  Depart- 
ment, may  be  permitted  to  substitute  one  or  more  subjects  chosen  from 
the  list  of  unit  subjects  regularly  offered  in  cither  this  Department,  or 
the  Department  of  Engineering.  In  both  the  Business  Administra- 
tion and  the  Accounting  programs  those  subjects  are  required  which 
are  considered  as  fundamental  to  a  further  study  of  business,  regard- 
less of  the  field  of  specialization  the  student  may  elect  to  pursue. 
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THE  ACCOUNTING  COURSE 

This  four-year  course  leading  to  the  degree  of  Associate  in  Busi- 
ness Administration  (A.B.A.)  has  been  carefully  outlined  to  provide 
the  accounting  theory  and  legal  knowledge  required  of  those  who  are 
planning  to  secure  the  degree  of  Certified  Public  Accountant.  Other 
subjects  included  in  this  course  will  furnish  the  student  with  a  foun- 
dational background  of  Economics,  Finance,  Statistics  and  Industrial 
Management.  A  knowledge  oF  accounting  principles  supplemented 
by  a  broad  business  education  affords  many  opportunities  for  profit- 
able employment  in  public  or  private  enterprises  for  those  who  ulti- 
mately elect  to  follow  the  field  of  private  rather  than  of  public  ac- 
counting. 

First  Year 
First  Semester  decani  Semester 

Elementary  Accounting  Elementary  Accounting 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Business  English  Business  Letters 

Second  Year 
Corporation  Accounting  Corporation  Accounting 

Law  of  Sales  and  Commercial  Papers      Business  Finance 
Business  Economics  Business  Economics 

Third  Year 
Advanced  Accounting  Problems  Advanced  Accounting  Problems 

Business  Statistics  Business  Forecasting 

Income  Tax  Procedure  Business  Reports 

Fourth  Year 
Auditing  Auditing 

Cost  Accounting  Cost  Accounting 

Industrial  Management  C.  P.  A.  Problems 
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THE  BUSINESS  ADMINISTRATION  COURSE 

The  person  preparing  for  an  administrative  and  executive  position 
should  gain  an  understanding  of  the  principles  of  each  of  the  major 
business  departments.  A  broad  knowledge  of  such  widely  separated 
business  processes  as  Accounting,  Finance,  Production,  and  Marketing 
has  become  a  necessity.  The  four-year  course  outlined  below  is  in 
many  respects  best  adapted  to  meet  the  educational  needs  of  most 
young  men  and  women  in  business.  It  is  besides,  well  suited  for  the 
man  who  is  not  entirely  certain  in  which  direction  his  chief  ability 
lies.  The  degree  of  Associate  in  Business  Administration  (A.B.A.) 
will  be  conferred  upon  those  students  who  successfully  complete  this 
course  and  who  have  met  the  requirements  for  the  degree  as  stated  in 
pages  19  and  20. 

First  Year 
First  Semester  Secofid  Semester 

Business  Economics  Business  Economics 

Business  English  Business   Letters 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Second  Year 

Elementary  Accounting  Elementary  Accounting 

Business  Psychology  Business  Finance 

Marketing  Principles  Marketing  Problems 

Third  Year 
Advanced  Accounting  Advanced  Accounting 

Salesmanship  Purchasing  Problems 

Public  Speaking  Business  Reports 

Fourth  Year 
Industrial  Management  Management  Problems 

Business  Statistics  Business  Forecasting 

Advertising  Insurance 
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GRADUATE  IN  COMMERCE  COURSE 

There  are  many  positions  in  the  business  world  which  require  of 
the  men  and  women  holding  them  a  broad  general  knowledge  of  com- 
mercial conditions  rather  than  a  specialized  business  education.  Care- 
ful thought  has  been  given  to  the  needs  of  those  occupying  positions  of 
this  character  in  the  building  of  a  three-year  course  leading  to  the 
diploma  of  Graduate  in  Commerce. 

Students  choosing  this  course  may  elect  to  substitute  one  or  more 
of  the  unit  subjects  listed  on  page  27  for  some  of  those  listed  below. 
A  knowledge  of  accounting  principles  is  invaluable  today  in  practically 
every  field  of  business.  It  is  strongly  recommended  that  students  who 
choose  the  Commerce  Course  select  as  one  of  their  elective  subjects  at 
least  one  year  of  accounting. 

The  Three-Year  Commerce  Course 

First  Year 
First  Semester  Second  Semester 

Business    English  Business  Letters 

Business  Economics  Business  Economics 

Marketing  Principles  Marketing  Problems 

Second  Year 
Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Business  Psychology  Business  Finance 

Industrial  Management  Business  Reports 

Third  Year 
Real  Estate  Principles  Insurance 

Advertising  Purchasing  Problems 

Business   Statistics  Business  Forecasting 
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TWO-YEAR  COURSES 

A  number  of  two-year  courses  of  study  have  also  been  developed  to 
give  specialized  training  in  the  fields  of  advanced  Accounting,  Indus- 
trial Management,  and  Salesmanship.  In  addition  there  is  a  two-year 
general  course  for  business  men.  Satisfactory  completion  of  a  pre- 
scribed two-year  course  is  evidenced  by  a  Certificate  of  Proficiency. 

ADVANCED  ACCOUNTING  COURSE 

Students  who  are  prepared  by  previous  training  or  experience  to 
pursue  the  more  advanced  courses  in  Accounting  will  find  this  course 
of  particular  value.  Successful  completion  of  the  subjects  as  outlined 
below  will  entitle  the  student  to  the  Certificate  of  Proficiency  in  Ac- 
counting. It  will  also  be  possible  for  those  who  desire  to  continue 
their  studies  over  a  longer  period  to  apply  the  credits  earned  in  this 
course  in  meeting  the  requirements  for  the  three-year  Graduate  in 
Commerce  diploma  or  for  the  four-year  Associate  in  Business  Admin- 
istration (A.B.A.)  degree. 

First  Year 
First  Semester  Second  Semester 

Corporation   Accounting  Corporation   Accounting 

or  or 

Advanced  Accounting  Problems  Advanced  Accounting  Problems 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Business  Finance  Business  Reports 

Second  Year 

Auditing  Auditing 

Cost  Accounting  Cost  Accounting 

Income  Tax  Procedure  C.  P.  A.  Problems 
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INDUSTRIAL  MANAGEMENT 

A  two-year  course  is  offered  to  meet  the  needs  of  engineers  and  of 
those  occupying  supervisory  positions  in  industry  whose  past  educational 
training  has  been  mainly  in  technical  production.  The  aim  of  this 
course  is  to  provide  that  knowledge  of  the  general  basic  principles 
underlying  the  management  of  business  which  is  vitally  essential  for 
the  proper  conduct  of  such  enterprises.  One  or  more  subjects  in  Busi- 
ness Law,  Business  Statistics,  and  Accounting  may  be  substituted  when 
the  applicant  shows  that  he  has  previously  covered  material  offered  in 
this  course,  or  credit  may  be  allowed  toward  a  Certificate  of  Pro- 
ficiency. 

First  Year 
First  Semester  Second  Semester 

Business  Economics  Business  Economics 

Business  English  Business  Finance 

Elementary  Accounting  Elementary  Accounting 

Second  Year 

Cost  Accounting  Cost  Accounting 

Law  of  Contracts  and  Agency  Business  Reports 

Industrial  Management  Management  Problems 


SPECIAL  TWO-YEAR  COURSE  FOR  THE  BUSINESS  MAN 

This  course  will  be  of  special  interest  to  men  who  need  a  short  and 
comprehensive  course  in  the  fundamentals  of  Economics,  Principles  of 
Business,  and  the  Business  Law  pertaining  thereto.  It  comprises  a 
common  knowledge  of  the  elements  of  law,  the  requisites  of  a  con- 
tract, principles  of  sound  banking,  the  law  of  sales  and  negotiable 
instruments,  principles  of  good  business,  the  law  relating  to  property, 
bankruptcy,  debtor,  and  creditor.  All  of  these  are  explained  carefully 
by  experienced  practical  lawyers,  economists,  and  accountants.  The 
two-year  course  gives  the  fundamentals  that  every  business  man  needs. 
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Two- Year  Course  for  the  Business  Man 

First  Year 
First  Semester                                         Second  Semester 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Business  Economics  Business  Economics 

Marketing  Principles  Business  Finance 


Industrial  Management 
Business  Psychology 
Public  Speaking 


Second  Year 

Management  Problems 
Purchasing  Problems 
Insurance 


TWO-YEAR  SALESMANSHIP  COURSE 

There  is  probably  no  phase  of  business  activity  which  offers  a  more 
remunerative  return  than  Salesmanship.  Furthermore,  reward  for  the 
successful  salesman  comes  usually  without  delay.  Development  of 
personality  and  confidence  plus  instruction  in  the  scientific  principles 
involved  should  be  the  fundamental  aim  of  any  course  for  salesmen. 
The  Certificate  of  Proficiency  in  Salesmanship  will  be  awarded  upon 
satisfactory  completion  of  the  course. 


First  Semester 
Business  English 
Business  Psychology 
Salesmanship 


First  Year 

Second  Semester 
Business  Letters 
Public  Speaking 
Purchasing  Problems 


Second  Year 
Marketing  Principles  Marketing  Problems 

Law  of  Contracts  and  Agency  Law  of  Business  Associations 

Advertising  Persuasive  Speaking 
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SPECIAL  ONE-YEAR  REAL  ESTATE  COURSE 

The  fundamentals  of  Real  Estate  Science  have  been  carefully 
formulated  in  a  basic  course.  This  course  has  been  outlined  and  set 
up  in  cooperation  with  the  New  Haven  Real  Estate  Board,  guided  by 
the  recommendations  of  the  National  Board  of  Realtors.  The  course 
embodies  the  following  subjects,  satisfactory  completion  of  which  will 
be  evidenced  by  a  certificate: 


First  Semester 
Real  Estate  Practice 
Business  Economics 
Business  English 


Second,  Semester 
Real  Estate  Selling 
Business  Economics 
Real  Estate  Law 


OTHER  SPECIALIZED  ONE-YEAR  COURSES 

Frequently  business  and  professional  men  seek  a  short  intensive 
course  in  Business  Law,  Business  Management,  Accounting,  or  other 
subjects,  covering  briefly  the  essential  underlying  principles.  Special 
attention  has  been  given  to  this  need  of  business  and  professional  men 
by  the  Department  of  Commerce  in  developing  its  evening  courses. 
The  Head  of  the  Department  will  by  appointment  arrange  schedules 
to  meet  the  particular  needs  of  those  interested  in  these  courses. 


F 

Finance 

L 

Business   Law 

M 

Business   Management 

RE 

Real  Estate 
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DEPARTMENT  OF  COMMERCE 
DESCRIPTION  OF  SUBJECTS 

The  letters  and  numerals  following  the  title  of  each  subject  indi- 
cate the  classification  and  number  of  that  subject.  The  following  key 
is  used: 

A  Accounting 

D  Distribution 

E  English 

Ec  Economics 

All  full-year  subjects  are  numbered  with  a  double  consecutive 
number  and  all  semester  subjects  with  a  single  number.  The  adminis- 
tration reserves  the  liberty  of  changing  or  alternating  the  order  of 
subjects  within  the  curriculum  and  of  omitting  or  substituting  subjects 
without  previous  notice.  Since  all  courses  are  not  given  each  year, 
students  should  consult  the  schedule  of  classes  for  information  about 
courses  offered  during  the  present  year. 

The  college  reserves  the  right  to  withdraw  in  any  year  any  elective 
or  special  subject  for  which  less  than  twenty  enrollments  have  been  re- 
ceived. Students  affected  by  such  withdrawals  will  be  permitted  to 
choose  some  other  subject,  or  in  case  of  special  students,  a  full  refund 
of  all  tuition  and  other  fees  will  be  made. 

ACCOUNTING  (A) 

The  fundamental  purpose  of  the  following  courses  is  to  meet  the 
needs  of  those  who  aspire  to  the  profession  of  accounting,  or  of  those 
who  must  use  accounting  as  a  tool  of  administration  and  management. 
The  instruction  is  planned  with  the  view  of  giving  the  student  a  thor- 
ough working  knowledge  and  technical  skill  in  accounting  principles, 
methods,  and  systems,  and  of  developing  the  ability  to  analyze  and 
solve  business  problems  scientifically. 

El,EMENTARY   ACCOUNTING    (A    I-2) 

Two  hours  each  week  throughout  the  year.  Credit,  4  semester  hours. 
Tliis  course,  the  introduction  to  the  study  of  accounting,  thoroughly  acquaints 
the  student  with  the  purpose  of  accounting.     He  is  asked  to  study  the  bal- 
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ance  sheet  and  the  statement  of  profit  and  loss  before  attempting  to  make  a 
complete  record  of  accounts.  Accounting,  as  usually  taught  in  its  elemen- 
tary state,  calls  for  a  large  amount  of  monotonous  detail  which,  when  once 
mastered,  becomes  uninteresting.  The  more  modern  method  used  in  this 
course  follows  the  plan  of  acquainting  the  student  with  the  importance  of 
the  statement  and  the  balance  sheet  as  reflecting  the  conditions  of  a  business. 
The  content  of  this  course  is  as  follows:  Scope  of  accounting;  import- 
ance and  purpose  of  accounting;  financial  statements;  simple  forms  of  balance 
sheet  and  profit  and  loss  statement;  theory  of  accounts;  principles  of  debit 
and  credit;  business  papers;  books  of  original  entry;  general  journal;  sales 
journal;  purchase  journal  and  simple  columnar  work  with  controlling 
accounts;  cash  receipts  journal;  cash  payments  journal;  posting  and  trial 
balance;  preparation  of  advanced  form  of  statements;  closing  of  books;  ad- 
justment entries;  mixed  accounts;  depreciation;  accruals;  deferred  items; 
simple  reserve  accounts;  capital  versus  expense  charges;  advanced  columnar 
records  with  controlling  accounts;  and  partnership  accounting  with  set. 

Corporation  Accounting  (A  3-4) 

Two  hours  each  week  throughout  the  year.  Credit,  4  semester  hours. 
This  course  is  a  continuation  of  Accounting  A  1-2,  Problems  illustrating 
the  principles  and  practices  of  accounting  are  assigned  for  home  work,  and 
supplementary  reading  on  the  theory  of  accounts  is  required  each  week.  The 
following  subjects  are  considered:  The  corporation;  voucher  systems  and 
factory  costs;  the  balance  sheet  and  principles  of  valuation;  aspects  and 
causes  of  depreciation;  methods  of  calculating  and  accounting  for  deprecia- 
tion; cash,  mercantile  credits,  and  merchandise  inventory;  temporary  invest- 
ments; accrued  and  deferred  items;  permanent  investments;  wasting  and 
intangible  assets;  current,  contingent,  and  fixed  liabilities;  capital  stocks; 
profits;  surplus  and  reserves;  dividends;  sinking  funds;  profit  and  loss  sum- 
mary; liquidation  of  a  corporation;  combinations  and  consolidations;  domes- 
tic branch  houses;  foreign  branch  houses;  suspense  accounts;  fire  losses;  busi- 
ness statistics;  private  books;  building  expenses;  income;  consolidated  bal- 
ance sheet;  accounts  and  reports  of  receivers  and  trustees;  condensed  balance 
sheet  and  income  statement;  surplus  statement;  adjusting  and  closing  journal 
entries;  mergers;  fire  losses;  preferred  stock;  insurance  policies;  reorganiza- 
tion of  corporation;  consolidations  and  mergers;  statement  of  afi"airs  and 
deficiency  accounts;  and  realization  and  liquidation  account. 

Accounting  Systems  (A-5) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  shows  the  application  of  accounting  systems  to  accounting 
problems  in    various    types  of    business.     The  student    is  assigned  numerous 
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problems  which  concern  the  following  representative  types  of  business  and 
other  organizations:  Hotels  and  restaurants;  municipal  accounting;  commis- 
sion merchants;  department  stores;  cotton  mills;  refineries;  building  and  loan 
associations;  fire  and  life  insurance  companies;  land  development  companies; 
lumber  manufacturing  concerns;  coal  mines;  and  oil  producing  companies. 

Local  conditions  and  interests  of  the  class  may  necessitate  the  substitution 
of  other  typical  business  enterprises  in  place  of  some  of  the  above  concerns. 
Important  features  relating  to  each  type  of  business  are  presented  in  connec- 
tion with  that  business.  For  example,  under  hotels  and  restaurants  the  va- 
rious plans  of  organization,  special  cash  systems  and  accounting  for  all  rooms 
are  subdivisions  of  the  subject  to  be  considered.  Under  municipal  account- 
ing the  nature  of  public  corporations  and  their  organization;  municipal 
finance;  classification  of  accounts;  budget  accounts  and  accounting  records 
and  forms  are  given  consideration. 


Advanced  Accounting  Problems  (A  7-8) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  intended  for  those  who  are  preparing  for  the  work  of  the 
junior  accountant  and  the  C.  P.  A.  examination  and  is  required  of  all  stu- 
dents in  accounting  curriculum.  Throughout  the  course  the  selection  of 
problems  from  representative  types  of  business  is  made.  The  student's  solu- 
tions are  graded  and  returned  so  that  he  may  benefit  from  a  careful  review 
by  the  instructor.  Considerable  time  is  given  to  open  discussion  of  the  prob- 
lems. 

The  more  advanced  phases  of  accounting  are  taken  up  in  this  course,  such 
as  individual  proprietorship;  partnership;  division  of  profits;  admission  of 
new  partner;  dissolution  and  liquidation  of  a  partnership;  organization  of 
corporations;  capital  stock;  corporation  bonds;  surplus,  dividends  and  reserves; 
corporation  statements;  manufacturing  statements;  dissolution  and  reorganiza- 
tion of  corporations;  agency  and  branch  accounting;  foreign  branch  account- 
ing; consolidated  balance  sheets;  profit  and  loss  statements;  statements  of 
resources  and  their  application;  statement  of  affairs  and  deficiency  accounts; 
realization  and  liquidation  accounts;  profit  and  loss  adjustments  as  between 
years;  property  accounts  and  depreciation  adjustments;  inventories  and  ad- 
justments; insurance  and  loss  adjustments;  mathematical  and  actuarial  prob- 
lems; fiduciary  accounting;  club  and  institutional  accounting. 

Cost  Accounting  (A  9-10) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  object  of  this  course  is  to  acquaint  the  student  with  the  principles 
and   practices  of  cost   accounting   as   related   to   industrial    enterprises.      The 
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one  principal  aim  which  is  kept  in  the  foreground  is  that  of  showing  the 
close  relationship  between  accounting  and  management.  The  course  en- 
deavors to  outline  and  present  in  logical  and  systematic  order  the  essential 
steps  in  cost  procedure  for  industrial  enterprises  of  every  nature. 

An  outline  of  the  course  follows:  The  philosophy  of  costs;  analysis  of 
conditions,  including  a  survey  of  production  methods  and  physical  plant; 
elements  of  cost;  organization  line  of  authority;  production  departments; 
non-producing  departments;  labor  costs;  pay  roll  analysis  and  distribution; 
methods  of  wage  payment;  purchasing  department;  material  costs;  stores; 
depreciation;  analysis  of  overhead  factors;  direct  and  indirect  overhead; 
control  accounts;  work  in  process;  production  reports;  power  costs;  main- 
tenance costs;  deferred  and  accrued  items;  standard  units  of  measurement; 
administrative  and  selling  costs;  classification  of  cost  accounts;  property  rec- 
ords; use  of  graphs  in  presenting  cost  data;  relation  of  interest  and  cost  fig- 
ures; the  use  of  mechanical  equipment  in  cost  work;  and  cost  statements. 

In  connection  with  the  above,  numerous  problems  are  assigned  to  the 
student  for  home  work.  Since  they  are  based  on  the  case  method,  these 
problems  require  the  practical  application  of  theories  outlined  in  the  lectures 
and  textbooks. 


Auditing  (A  11-12) 

Two  hours  each  week  throughout  the  year.  Credit,  4  semester  hours. 
The  course  deals  with  auditing  problems  as  applied  to  a  wide  range  of 
organizations  and  business  enterprises.  It  is  a  combination  of  lectures, 
quizzes,  and  problem  work,  the  problems  being  based  upon  C.  P.  A.  ques- 
tions and  covering  balance  sheet  audits;  complete  audits;  continuous  audits; 
special  examinations;  the  audit  of  balance  sheet  accounts;  the  audit  of  expense 
accounts;  analysis  of  accounts;  the  mechanical  work  of  auditing  special  types 
of  business,  including  mercantile,  manufacturing,  financial  institutions, 
clubs  and  insurance  companies;  and  the  preparation  of  audit  programs  and 
reports. 


Income  Tax  Procedure  (A-13) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

A  problem  course  is  here  offered  in  federal  and  state  taxation  embracing 
the  practical  application  of  the  1921  and  1924  Revenue  Acts.  The  working 
out  by  the  student  of  a  series  of  problems  covering  the  preparation  of  returns 
for  both  the  state  and  federal  taxes  afi'ecting  corporations,  partnerships,  pub- 
lic service  utilities,  and  individuals  is  required.  Attention  to  claims,  credit, 
and  abatements  is  given.  Particular  emphasis  will  be  paid  to  regulations  now 
in  force. 
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C.  P.  A.  Problems  (A- 14) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is  a  continuation  of  the  Advanced  Accounting  Problem  Course 
(A  7-8)  and  involves  more  advanced  problems,  embodying  many  of  the  sub- 
jects considered  in  that  course.  Se\-eral  of  the  most  difficult  problems  of 
recent  C.  P.  A.  examinations  are  assigned  for  home  work  and  class  discus- 
sion. These  problems,  through  their  complexity  and  diversity  of  subject 
matter,  serve  as  a  thorough  and  final  review  of  the  whole  field  of  accounting. 

In  addition  to  such  major  subjects  as  consolidated  balance  sheets  and 
statements,  liquidation  accounts,  dissolution,  reorganization  and  statements  of 
affairs,  this  course  gives  attention  to  professional  ethics  and  practices,  man- 
agement of  accounting  offices,  and  the  relationship  of  the  accountant  to  other 
professions. 

DISTRIBUTION  (D) 
Marketing  Principles  (D-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  aim  of  this  course  is  to  aid  the  student  in  building  up  a  theory  and 
an  understanding  of  the  basic  principles  of  the  distribution  of  commodities. 

The  course  introduces  the  student  to  a  study  of  the  objectives  of  mer- 
chandising and  the  results  to  be  derived  from  aggressive,  economical  sales 
effort.  The  student  differentiates  between  types  of  commodities  and  analyzes 
the  motives  which  prompt  consumers  to  buy  various  types  of  goods.  Through- 
out the  course  the  student  sees  clearly  the  procedure  in  handling  significant 
merchandising  problems. 

Marketing  Problems  (D-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  follows  in  logical  sequence  the  Marketing  Principles  and  at^ 
tempts  to  apply  to  current  problems  the  fundamentals  studied  in  that  pre- 
vious course.  The  outline  of  the  course  calls  for  class  discussion  and  indi- 
vidual investigation  of  practical  marketing  problems. 

Advertising  Principles  (D-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is:  (i)  for  those  who  are  interested  in  advertising  as  a 
profession;  (2)  for  advertising  men  who  need  to  perfect  their  knowl- 
edge of  the  field  and  qualify  for  advancement;  (3)  for  merchants  and  others 
engaged  in  distribution  who  wish  to  coordinate  their  selling  plans  with 
advertising;  and  (4)  for  business  or  professional  men  who  wish  to  apply  the 
principles  of  advertising  to  their  own  business. 

The  course  embraces  a  study  of  the  following  topics:  Problems  and  scope 
of  advertising;   place  of  advertising   in   business;    analysis   of   the   problem; 
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methods  of  investigation  for  facts  and  data  5  analysis  and  selection  of  appeals  j 
determining  the  value  of  appeals  through  the  analysis  of  human  nature  and 
by  field  tests;  sex  and  class  differences;  suggestive  advertising;  argumentative 
advertising;  truth  in  advertising;  headlines;  illustrations;  size  of  advertise- 
ments; color;  layout  and  typography;  trade-marks;  packages,  cartons,  and 
labels;  consideration  of  mediums;  magazines;  newspapers;  direct  mail  mate- 
rials; street  car  cards;  posters  and  miscellaneous  mediums;  and  special  fields 
of  advertising  such  as  national,  retail,  foreign,  and  financial  advertising. 

Salesmanship  (D-4) 

Two  hours  each  week  during  one  semetser.     Credit,  2  semester  hours. 

This  course  shows  the  student:  (i)  how  to  apply  the  principles  of 
salesmanship;  (2)  how  to  solve  sales  problems  in  wholesale,  retail  and 
specialty  fields;  (3)  how  to  handle  selling  difficulties;  (4)  how  to  apply  a 
knowledge  of  human  nature  to  business  problems;  (5)  how  to  cultivate  a 
strong  and  interesting  personality;  and  (6)  the  application  of  psychology  to 
sales  conditions.  Much  attention  is  given  in  the  course  to  the  personal 
development  of  the  salesman,  methods  for  analyzing  the  goods,  the  buyer,, 
the  field  of  work,  and  the  sales  processes. 

The  following  is  a  brief  outline  of  the  course:  The  psychology  of  sell- 
ing; factors  in  selling;  knowing  the  goods;  analyzing  human  nature;  plan- 
ning the  sales  approach  and  talk;  winning  the  customer's  confidence;  obtain- 
ing an  audience;  arousing  the  customer's  interest;  creating  desire;  securing 
favorable  decision  and  action;  handling  objections;  closing  the  sale;  and 
holding  the  trade. 

Retail  Merchandising  (D-5) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  has  to  do  with  the  principles  and  practices  of  retail  distri- 
bution. It  covers  both  the  organization  and  operation  of  retail  units.  The 
department  store  is  considered  at  some  length  because  of  its  importance  in 
the  field  and  because  its  practices  are  representative  of  general  practices  in 
retail  merchandising.  Also  past  and  present  trends  in  retailing  are  con- 
sidered. 

ENGLISH   (E) 
Business  English  (E-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  effective  use  of  English  is  an  integral  part  of  the  modern  business 
man's  training.  In  his  daily  conversations  and  written  communications  the 
executive  must  constantly  bear  in  mind  the  accepted  standards  of  business 
usage.  Business  English  is  not  distinct  from  literary  English,  but  its  appli- 
cation demands  a  different  method  of  presentation. 


42  New  Haven  College 

This  course  aims  to  develop  the  student's  command  of  the  language  so 
that  he  may  express  his  ideas  and  opinions  clearly  and  forcefully.  Oral 
English  is  regarded  in  this  course  as  of  equal  importance  with  written.  The 
individual  requirements  of  the  student  are  carefully  analyzed,  and  his  deti- 
ciencies  corrected. 

Clearness  of  exposition  and  forceful  presentation  of  the  subject  material 
are  qualities  which  are  stressed  throughout  the  course.  These  qualities  of 
style  are  an  essential  part  of  the  successful  business  man's  equipment. 

As  far  as  possible  all  written  and  oral  reports  will  be  related  to  cur- 
rent business  literature  and  problems.  The  selection  of  assigned  readings 
will  include  magazine  articles  and  books  which  broaden  the  student's  back- 
ground and  give  him  a  keener  insight  into  business  life  and  its  literature. 

Business  Letters  (E-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  in  business  correspondence  follows  the  Business  English 
Course  (E-i).  Students  will  be  admitted  who  have  completed  the  previous 
course  or  who  have  had  a  similar  training  in  other  schools.  Practically  the 
entire  field  of  business  correspondence  is  covered.  The  principles  of  mod- 
ern business  letter-writing  are  explained,  illustrated,  and  then  applied  to  the 
various  types  of  letters  used  in  contemporary  commercial  activities.  The 
course  is  conducted  by  means  of  lectures,  discussions,  and  at  the  discretion  of 
the  instructor,  private  conferences.  Abundant  opportunity  is  given  for  prac- 
tice in  the  art  of  business  letter-writing. 

Business  Reports  (E-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

In  all  functions  of  administration  and  management,  the  business  report 
is  a  practical  necessity.  The  results  of  months  of  effort  and  work  are  fre- 
quently summed  up  in  a  report.  The  average  business  man,  executive,  and 
junior  accountant  has  given  little  thought  and  less  attention  to  the  principles 
and  practices  of  report  writing,  and  consequently  many  inefficient  and  half- 
developed  reports  are  the  result.  A  good  report  calls  for  a  clear,  forceful, 
and  logical  presentation  of  objective  data,  a  conception  of  the  conditions 
under  which  it  is  to  be  used,  and  a  careful  and  systematic  analysis  of  the 
conditions  as  revealed  by  the  data. 

This  course  will  give  major  emphasis  to  the  assembling  of  data;  the 
planning  and  presentation  of  data;  the  form  and  display  of  a  report;  the  con- 
struction and  style  of  a  report;  the  use  of  graphs  and  charts;  the  use  of 
opinions;  drafting  recommendations  and  conclusions;  and  the  presentation  of 
the  report. 

Throughout  the  course  regular  written  assignments  of  report  writing 
will  be  required.     These  reports  must  be  outlined,  carefully  planned,  and 
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written  in  accordance  with  the  basic  laws  of  unity,  coherence,  and  emphasis. 
All  papers  and  reports  are  read  for  the  quality  of  the  English  and  for  the 
clearness  of  the  presentation  and  organization  of  the  material.  They  will 
cover  the  fields  of  accounting,  marketing,  and  management,  and  will  be- 
based  upon  actual  cases  found  in  those  fields. 

Public  Speaking  (E-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

Effective  speaking  is  essential  in  business  and  social  activities.  Clear 
thinking,  coherent  and  forceful  organization  of  ideas  for  presentation,  and 
ability  to  express  these  ideas  convincingly  are  primary  requisites  in  every 
sphere  of  life.     This  course  is  designed  to  develop  these  abilities. 

This  is  essentially  a  laboratory  course  in  which  one  learns  to  do  by  doing. 
Study  and  practice  in  speaking  will  help  you  to  acquire  self-confidence,  pre- 
pare a  talk,  think  on  your  feet,  remember  what  to  say,  pronounce  correctly, 
avoid  errors  in  English,  make  talks  forceful,  impressive,  convincing,  get 
action,  and  develop  essentials  of  leadership. 

Persuasive  Speaking  (E-5) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

For  those  who  have  completed  the  course  in  Public  Speaking,  or  those 
who  have  had  sufficient  experience  in  practical  speaking  and  wish  to  perfect 
their  ability,  this  course  in  Persuasive  Speaking  is  designed. 

Particular  emphasis  is  placed  upon  the  psychological  approach  to  various 
types  of  audiences,  which  will  get  action  and  results.  The  course  includes 
analysis  of  audiences  as  to  the  attitudes  and  motivating  forces  present,  exam- 
ination of  belief  compelling  speech  materials  and  their  use  before  the  several 
types  of  audiences,  how  to  get  attention,  how  to  hold  attention,  and  how  to 
secure  impact. 

Persuasive  Speaking  will  increase  your  confidence  in  your  ability  to  con- 
vince men  and  women  and  get  the  action  you  want  from  them. 

ECONOMICS  (Ec) 

Business  Economics  (Ec  1-2) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  aims  to  give  an  understanding  of  the  foundational  princi- 
ples and  organization  of  modern  business  and,  an  acquaintance  with  the  out- 
standing economic  and  financial  problems  of  the  day.  Economics  as  presented 
in  this  course  is  recognized  as  a  foundation  upon  which  the  science  of  busi- 
ness is  built.  The  course  endeavors  to  give  the  student  a  clear  idea  of  the 
problems  and  forces  which  most  vitally  concern  business  men,  and  to  furnish 
the  essential  equipment  of  a  well-educated  modern  business  man. 
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Economic  History  of  the  United  States  (Ec-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  course  will  cover  the  economic  development  of  the  United  States 
from  the  period  of  settlement  to  the  present  time.  Special  emphasis  will 
be  given  to  conditions  since  1865.  Those  taking  this  course  will  study  the 
origin  and  growth  of  leading  American  industries;  the  changes  in  industrial 
organization;  commercial  policies,  influence  of  economic  conditions  on 
political  history  and  the  problems  of  expansion  which  are  today  confronting 
commercial  organizations. 


Business  Statistics  and  Forecasting  (Ec-4-5) 

Two  hours  each  week  throughout  the  year.     Credit,  4  semester  hours. 

The  purpose  of  this  course  is  to  aid  the  student  in  the  development  of 
the  use  of  statistical  methods  and  their  application  to  business  problems.  In 
order  that  the  business  man  may  determine  current  policies,  he  must  have  an 
appreciation  of  the  developments  which  are  likely  to  take  place  in  the  ensu- 
ing month.  A  forecast  calls  for  the  essential  facts  of  the  past,  as  well  as  a 
comprehensive  view  of  the  present.  An  analysis  of  statistics  graphically  pre- 
sented will  assist  materially  the  executive  in  a  study  of  probable  future  trends 
and  in  drawing  sound  conclusions,  so  that  he  is  able  to  present  facts  more 
readily  and  accurately  to  his  associates  and  superiors.  In  addition  to  a  study 
of  collection,  presentation,  and  analysis  of  data,  this  course  emphasizes  the 
business  cycle,  the  use  of  graphs  in  presenting  business  data,  and  statistics  as 
applied  to  the  sales,  purchasing,  production,  accounting,  and  financial  depart- 
ments. Special  attention  is  given  to  the  use  of  statistics  in  presenting  facts 
for  policy  making. 


Insurance  (Ec-6) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  covers  the  underlying  principles,  practices  and  legal  phases 
of  fire,  marine,  and  casualty  insurance.  It  is  designed  for  those  who  want  a 
general  understanding  of  insurance  as  an  aid  to  them  in  business  transactions. 
The  course  will  benefit  those  in  the  employ  of  insurance  companies  whether 
they  are  at  present  engaged  in  the  selling  of  insurance  or  are  a  part  of  the 
office  staff.  It  will  benefit  business  executives  who  are  entrusted  with  handling 
insurance  placing  and  adjustments.  It  is  a  necessary  part  of  the  business 
education  of  those  who  are  looking  forward  to  managerial  or  administrative 
positions. 
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FINANCE  (F) 
Investment  Principles  (F-i) 

Two  hours  each  week  during  one  semester.      Credit,  2  semester  hours. 

This  course  covers  the  general  principles  of  investment.  Topics  dis- 
cussed include  classes  of  securities,  tests  of  a  good  investment,  public  bonds, 
corporate  stocks  and  bonds,  real  estate  mortgages,  foreign  securities,  fiduciary- 
investments,  mathematics  of  yields  and  conversions,  guarding  against  fraudu- 
lent offerings,  and  sources  of  information  available  to  investors.  The  course 
is  designed  to  be  of  particular  value  to  those  who  may  be  required  to  exercise 
judgment  in  the  investment  of  their  own  funds  or  who  may  be  called  upon 
to  advise  or  to  act  for  others. 

Business  Finance  (F-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  stability  and  success  of  nearly  every  business  is  dependent  upon  the 
accuracy  and  decisive  judgment  used  in  the  management  of  its  financial 
affairs.  A  study  is  made  in  this  course  of  the  financial  policies  involved  in 
the  organization  and  management  of  business  and  industrial  enterprises,  as 
follows:  Financial  and  general  considerations  involved  in  beginning  a  busi- 
ness; general  methods  of  raising  fixed  capital;  valuation  of  intangibles; 
financing  changes  in  ownership;  financing  the  expansion  of  development; 
financing  doubtful  undertakings;  customer,  employee,  and  co-operative 
ownership;  borrowing  from  the  bank;  open  market  borrowing;  use  of  the 
trade  acceptance;  miscellaneous  methods  of  raising  capital;  financial  aspects 
of  purchasing  goods;  cost  and  finance;  financial  aspects  of  selling  goods; 
the  administration  of  earnings;  and  financial  involvements  including  adjust- 
ments, receiverships,  bankruptcies,  and  reorganizations. 


BUSINESS  LAW   (L) 
Law  of  Contracts  and  Agency  (L-i)  ' 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  is  designed  to  give  the  student  a  knowledge  of  the  relation- 
ship existing  between  business  and  the  law.  Acquaintance  with  the  basic 
principles  of  law  as  applied  to  business  will  help  the  business  man  to  formu- 
late sound  plans,  anticipate  legal  difficulties,  and,  if  necessary,  secure  the 
needed  legal  advice  and  counsel. 

The  instruction  aims  to  acquaint  the  student  with  the  fundamentals  of 
contractual  relations  in  business  as  affected  by  various  classes  of  contracts; 
offer  and  acceptance;  consideration;  validity  of  assent;  construction;  opera- 
tion; legality;  and  discharge.  In  the  study  of  agency  attention  is  given  to 
appointments  of  agents;  ratification  of  an  agreement  with  an  agent;  mutual 
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rights  and  duties;  authority  of  the  agent;  the  liability  of  the  agent  to  third 
parties;  and  how  agencies  may  be  terminated.  Much  of  the  work  of  this 
course  is  based  upon  cases  and  discussion  of  their  relationship  to  business 
problems. 

Law  of  Business  Associations  (L-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  association  of  men  together  in  business  enterprises  is  necessary  and 
in  many  cases  is  largely  the  business  factor  back  of  the  enterprise.  This 
course  endeavors  to  acquaint  the  student  with  the  legal  factors  involved  in 
the  forming  of  business  associations. 

The  study  of  Partnership  includes  partnership  contract;  firm  name;  cap- 
ital and  property;  mutual  rights  and  obligations  of  partners;  the  partnership 
and  third  parties;  and  dissolution  of  partnership. 

Corporation  law  takes  up  the  consideration  of  the  formation  of  the  cor- 
poration; stock  and  the  stockholders;  directors  and  officers;  powers  of  cor- 
porations; foreign  corporations;  and  dissolution  of  corporations. 


Law  of  Sales  and  Commercial  Papers  (L-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  same  purposes  that  underlie  Course  L-i  are  kept  before  the  student 
in  this  course.  The  student  studies  the  application  of  law  to  business  in  a 
manner  that  makes  the  subject  quite  real  to  him  as  an  asset  in  his  training. 

Bailments  and  Carriers  embody  a  study  of  the  classes  of  bailees;  rights 
and  liabilities;  bills  of  lading  and  warehouse  receipts. 

The  study  of  Sales  involves  parties;  subject  matter;  price;  form;  war- 
ranties; transfer  of  titles;  rights  of  third  parties;  performances  of  contracts; 
and  remedies  of  breach. 

Consideration  is  given  in  Negotiable  Instruments  to  the  provisions  affect- 
ing negotiability;  consideration;  acceptor;  endorsements;  payments;  dis- 
honor; protest  and  discharge. 

Under  Banks  a  study  is  made  of  the  fundamental  banking  laws  as  related 
to  business. 


Law  of  Property,  Bankruptcy,  and  Suretyship   (L-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 
Property  acquaints  the  student  with  such  considerations  as  the  difference 

between  real  and  personal  property;  law  of  fixtures,  estates  in  real  property; 

fee  simple;   life  estates;   landlord   and   tenant;    estates   in   trust;    mortgages; 

easements;   title    by  deed;   title   'by    descent  and    devise;   administration    of 

estates;  and  conveyance. 
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In  the  study  of  Bankruptcy  the  purpose  of  the  bankruptcy  law  and  its 
effect  upon  business  is  studied.  In  addition,  the  following  subjects  are 
reviewed;  acts  of  bankruptcy;  voluntary  and  involuntary  bankruptcy;  receiver 
and  trustee  proof;  claims;  dividends;  compositions;  duties  and  rights  of  a 
bankrupt;  his  exemptions;  and  his  discharge. 

The  study  of  Suretyship  involves  guaranty  and  surety  bonds;  liability 
of  guarantors,  and  when  they  cannot  be  held;  their  rights  after  being  held 
liable;  surety  bonds  given  by  employees,  trustees,  corporations,  and  receivers. 


BUSINESS  MANAGEMENT   (M) 

The  principles  of  organization  and  management  of  business  en- 
terprises remain  practically  constant  in  all  types  of  business.  With  the 
complex  and  rapidly  changing  conditions  of  modern  business,  the 
functions  of  administration  and  management  must  be  clearly  defined 
and  maximum  economies  effected.  Through  the  problem  approach, 
these  courses  aim  to  train  the  student  to  supplant  guess  work  and  trial 
and  error  processes  with  organized  and  scientific  knowledge,  thus  de- 
veloping management  ability. 

Business  Psychology  (M-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

Business  Psychology,  as  taught  in  this  course,  consists  of  a  brief  sur- 
vey of  our  knowledge  of  the  most  useful  facts  about  the  way  the  human 
mind  works,  and  a  statement  of  how  some  of  this  knowledge  is  being  applied 
in  business  relationships.  The  course  should  give  the  student  an  understand- 
ing of  the  causes  underlying  human  behavior,  and  should  equip  him  better 
to  analyze  and  direct  not  only  his  own  activity,  but  to  a  large  extent  that 
of  others.  The  course  is  intended  to  be  of  special  value  to  those  who  ex- 
pect to  occupy  executive  positions,  or  in  work  involving  the  employment 
and  handling  of  men. 

Purchasing  Problems  (M-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

A  study  in  this  course  is  made  of  the  functions  of  the  purchasing  and 
stores  departments  in  the  modern  industrial  and  commercial  organizations. 
The  course  is  designed  for  those  who  are  engaged  in  purchasing  work,  for 
those  who  desire  to  become  purchasing  agents,  and  for  those  who  are  pur- 
suing a  general  business  course  and  who  should  become  familiar  with  the 
functions  of  all  departments  of  a  business.  Practical  problems  encountered 
daily  by  those  who  make  up  the  staff  of  the  purchasing  department  will 
form  the  basis  for  class  discussions. 
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Industrial  Management  (M-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  deals  particularly  with  directing  the  application  of  the  forces 
of  labor  and  machinery  to  materials  for  the  efficient  production  of  a  com- 
modity. It  presents  to  the  student  the  fundamentals  of  industrial  adminis- 
tration and  management  from  the  viewpoint  of  efficient  production,  contented 
workers,  and  service  to  the  community.  The  following  subjects  are  dis- 
cussed, and  numerous  problems  to  illustrate  each  subject  are  put  before  the 
class  for  solution.  These  problems  include:  Industrial  organization;  types 
of  organization  and  departments;  buildings  and  equipment;  planning  the 
product;  handling  of  materials;  inventory  records;  production  control;  labor 
management;  the  foreman;  wages  and  incentives;  the  cost  department;  plan- 
ning department;  and  synchronizing  sales  and  production. 

The  viewpoint  of  the  average-size  industry  is  taken  throughout  this  course 
because  of  the  fact  that  the  student  body  represents,  for  the  most  part,  the 
medium-size  organization. 


Personnel  Management  (M-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  purpose  of  this  course  is  to  set  forth  clearly  the  principles  and  the 
best  prevailing  practices  in  the  field  of  the  management  and  administration 
of  human  relations  in  business  and  industry.  Administrators  must  deal  with 
human  beings  whose  tendencies,  impulses,  reactions,  hopes  and  aspirations  are 
being  revealed  by  the  study  and  careful  observation  of  human  behavior.  The 
administration  of  proper  personnel  relationships  is  a  major  staff  function  and 
vitally  affects  the  well-being  not  only  of  the  workers,  but  of  the  organiza- 
tion as  well. 

Among  the  subjects  considered  are  the  following:  The  field  of  personnel 
administration;  human  values  in  business  and  industry;  reasons  for  a  per- 
sonnel department;  functions  of  a  personnel  department;  sources  of  labor 
supply;  methods  of  selection  and  placement;  hours  and  working  period; 
health  of  the  worker;  a  safety  program;  standards  of  physical  working  con- 
ditions; training  executives;  training  employees;  arousing  interest  in  work; 
transfer  and  promotion;  shop  rules;  grievances  and  discharge;  job  analysis 
and  job  specifications;  supervision  and  control  of  job  analysis;  labor  turn- 
over; methods  of  factory  labor  analysis;  labor  audit  check  list;  wage  deter- 
mination; payment  plans  and  methods;  industrial  risks;  coordination  of 
staff  departments;  steady  work;  shop  committee  organization;  employees' 
associations;  business  value  of  the  collective  bargain;  employers'  association; 
national  industrial  councils;  and  industrial  government. 
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Management  Problems  (M-5) 

Two  hours  each  week  during  one  semester.      Credit,  2  semester  hours. 

The  tests  of  the  principles  of  scientific  organization  and  management  are 
applied  in  this  course  to  practical  and  fundamental  problems  in  the  adminis- 
tration and  management  of  business  and  industrial  enterprises.  Throughout 
the  course  special  attention  is  given  to  the  determination  of  proper  procedure, 
control,  and  policies.  Fundamental  weaknesses  and  difficulties  experienced  in 
various  types  of  organizations  are  presented  in  such  an  objective  manner  as 
will  develop  the  ability  to  analyze,  present  solutions,  and  make  recommen- 
dations for  remedies.  Problems  used  in  this  course  are  drawn  from  actual 
situations  experienced  in  the  management  of  typical  business  activities. 

The  following  are  some  of  the  problems  to  be  considered:  The  method 
of  approach  to  business  problems;  the  coordination  of  various  departments; 
planning  and  production;  standardization  of  processes;  statistical  records  and 
reports;  personnel  and  labor  problems;  function  of  the  purchasing  depart- 
ment; traffic  and  transportation  problems;  cost  schedules  and  systems;  dis- 
tribution of  overhead;  budgetary  control  in  relation  to  administration  and 
management;  anticipating  business  conditions  through  estimates  based  upon 
statistical  information;  sales  management  in  relation  to  the  administration 
of  the  business;  branch  house  operation;  financial  and  credit  problems; 
accounting  organization  and  administration;  duties  of  the  executive;  the 
executive  and  boards  of  control;  and  analysis  and  interpretation  of  execu- 
tive reports. 

Traffic  Management  (M-6) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  has  been  designed  to  give  practical  instruction  in  the  funda- 
mentals of  Traffic  Management,  and  has  been  approved  by  the  Traffic  Com- 
mittee of  the  Manufacturers  Association  of  Connecticut.  The  course  covers 
a  period  of  sixteen  weeks.  During  this  time  such  subjects  as  freight  classi- 
fications, interpretation  of  classification  rules,  shipping  papers,  movement  of 
freight  inbound  and  outbound,  car  weights  and  weighing,  drayage,  routing, 
demurrage  and  storage,  lighterage  and  switching,  diversion  and  reconsignment 
are  taken  up  and  covered  thoroughly  by  several  expert  traffic  men. 

Advanced  Traffic  Management  (M-7) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 
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REAL  ESTATE  (R  E) 
Real  Estate  Practice  (R  E-i) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  covers  the  fundamentals  of  modern  real  estate  practice  and 
methods  and  lays  a  foundation  for  future  study  and  practice.  It  deals  with 
real,  practical,  every-day  problems  which  have  been  faced  and  solved  and 
which  every  real  estate  man  or  property  owner  may  encounter  at  some  time. 
The  following  topics  among  others  are  given  attention  in  this  course:  Valua- 
tion of  real  estate;  financing  transactions;  abstracting,  renting,  leasing,  and 
property  management;  taxation  of  real  estate;  zoning  and  city  planning; 
subdivision  developments;  real  estate  advertising;  fire  insurance;  building 
operations;  and  real  estate  office  organization. 

Real  Estate  Selling  (R  E-2) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

During  the  first  part  of  this  course  emphasis  will  be  placed  upon  the 
study  of  fundamentals  of  salesmanship.  During  the  latter  part  of  the  course 
particular  attention  will  be  given  to  the  application  of  salesmanship  princi- 
ples to  specific  problems  and  transactions  arising  in  the  handling  of  real 
estate. 

Real  Estate  Law  (R  E-3) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  course  material  has  been  carefully  selected  from  the  laws  of  the 
State  by  a  real  estate  lawyer.  This  material  is  presented  in  lectures.  The 
second  hour  of  each  two-hour  period  is  spent  in  citing  applications,  in  ex- 
plaining points  which  were  not  clear,  and  in  discussion. 

During  the  sixteen  two-hour  sessions  of  this  class  the  following  subjects 
are  covered:  Contracts;  statute  of  frauds;  land  contracts;  deeds;  mortgages; 
mortgage  deeds  of  trust;  leaseholds;  short  term  leases;  long  term  leases;  the 
law  of  agency;  descent  of  real  property;  taxes  and  assessments;  evidences  of 
title;  and  restrictions  upon  the  use  of  land.  A  general  review  and  examina- 
tion are  given  in  the  seventh  session  of  the  class. 
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DEPARTMENT  OF  ENGINEERING 

The  courses  in  the  Department  of  Engineering  are  definitely 
organized  to  make  available  an  effective  technical  training  within  the 
shortest  time  consistent  with  thoroughness.  To  this  end  the  standards 
of  admission  are  made  broad  enough  so  that  the  actual  fitness  of  the 
individual  is  the  determining  consideration,  due  recognition  being 
given  for  approved  technical  experience  in  lieu  of  scholastic  work. 
The  curriculum  itself  has  its  content  and  presentation  directly  related 
to  technical  employment,  and  methods  of  instruction  are  used  which 
tend  strongly  to  develop  practical  efficiency  and  executive  ability. 

An  essential  part  of  the  instruction  is  the  variety  of  practice 
and  experimentation  in  the  operating  and  testing  of  machinery  and 
apparatus  for  manufacturing,  building,  power  and  transportation  pur- 
poses. Through  this  instruction,  correlated  with  the  class  work,  the 
student  obtains  an  appreciation  of  the  possibilities  and  limitations 
which  determine  efl'icient  design,  production  and  management  in  in- 
dustry. Throughout  his  training  he  is  led  to  think  and  act  for  him- 
self, in  order  that  he  may  become  self-reliant  and  resourceful,  and 
may  develop  initiative  and  constructive  ability. 

PROGRAMS  OF  STUDY 

The  programs  of  study  in  the  Department  of  Engineering  have 
been  developed  to  meet  the  varying  needs  of  men  employed  in  indus- 
try. Courses  of  study  ranging  from  single  unit  subjects  to  the  pro- 
grams covering  four  years  are  described  in  pages  52  to  60. 

Many  people  apply  for  the  privilege  of  taking  single  unit  subjects, 
as  there  is  often  some  one  subject  which  would  be  of  immediate  value 
to  them.  All  who  are  qualified  to  profit  by  one  or  more  of  the  sub- 
jects given  will  find  provision  made  for  them  to  enroll.  The  satisfac- 
tory completion  of  each  course  is  recognized  by  a  Unit-Certificate. 

To  make  it  possible  for  students  to  follow  a  consecutive  program  of 
sound  technical  education,  subjects  have  been  coordinated  for  pro- 
grams of  study  ranging  from  two  to  four  years.  Each  unit  subject 
listed  is  a  regular  semester  subject.  Successful  completion  of  the  re- 
quired number  of  unit  subjects  as  outlined  in  the  two,  three  and  four- 
year  courses  will  entitle  the  student  to  the  Certificate  of  Proficiency, 
the  Diploma,  or  the  title  of  Associate  in  Technology.  Complete  de- 
scriptions of  unit  courses  may  be  found  in  pages  61  to  69. 
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UNIT  SUBJECTS  MAY  BE  ELECTED 

The  following  is  a  classified  list  of  the  subjects  usually  offered  in 
the  Department  of  Engineering.  Additional  subjects  may  be  added, 
and  if  so,  will  be  announced  before  the  opening  of  the  fall  term. 


Aeronautics  {A) 

Ground  Course   (A-l) 
Airplane  Engines  (A-2) 

Building  and  Construction 

Engineering    (B) 
Architectural  Drawing  I   (B-1-2) 
Architectural  Design   (B-3-4) 
Structural  Drawing  (B-5-6) 
Mechanical  Equipment   (B-7) 
Building  Construction  (B-8) 
Plan  Reading  and  Estimating 

(B-9-10) 

C/iemistry   (C) 
Chemistry  (C-l) 
Chemistry  Laboratory  (C-2) 

Electrical  Engineering  (EE) 

Elementary  Electricity  (EE  1-2) 
Direct  Current  Machines  (EE-3) 
Alternating   Current    Circuits 

(EE4) 
Electrical  Laboratory  (EE   5-6) 
Alternating  Current  Machines 

(EE  7-8) 
Communication  (EE  9) 

Engineering  Mechanics  {EM) 
Mechanics  (EM   1-2) 
Strength  of  Materials  (EM  3-4) 
Materials  Laboratory  (EM   5-6) 


English  (E) 

Technical  English   (E-i) 
Report  Writing  (E-2) 


Mathematics   (M) 

Shop  Mathematics  (M  1-2) 

Algebra  (M-3) 

Trigonometry    and    Logarithms 

(M-4) 
Engineering  Problems  (M   5-6) 
Differential  and  Integral  Calculus 

(M  7-8) 


Mechanical  Engineeri?tg  {ME) 

Mechanical  Drawing  I   (ME   1-2) 
Mechanical  Drawing  II  (ME  3-4) 
Engineering  Drawing    (ME    5-6) 
Power  Plants  (ME  7-8) 
Machine  Design  (ME  9-10) 
Mechanical  Technology  (ME  11) 


Metallurgy  {Met) 
Metallurgy  (Met  i) 


Production  Engineering  {P) 
Industrial  Management  (P-l) 
Personal  Efficiency  (P-2) 
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FOUR-YEAR  COURSES  OF  STUDY 

Regular  four-year  courses  of  study,  leading  to  the  title  of  Asso- 
ciate in  Technology,  are  offered  in: 

Mechanical  Engineering 

Electrical  Engineering 

Building  and  Construction  Engineering 

A  diploma  of  graduate  in  Engineering  is  given  for  three  years' 
work  completed  in  any  of  these  courses.  Students  completing  satis- 
factorily two  years'  work  in  these  courses  will  be  awarded  a  Certifi- 
cate of  Proficiency. 

The  time  required  to  cover  the  subjects  listed  in  these  four-year 
programs  may  be  shortened  somewhat  by  carrying  additional  hours, 
through  attendance  at  summer  school  classes  in  any  recognized  college 
or  university  offering  similar  courses,  or  by  those  who  may  be  able  to 
secure  advanced  standing,  as  outlined  in  page   16. 

In  each  of  these  courses  the  student,  after  consultation  with  the 
head  of  the  department,  may  be  permitted  to  substitute  one  or  more 
subjects  chosen  from  the  list  of  unit  subjects  regularly  offered  in 
either  this  department  or  the  Department  of  Commerce.  Certain 
subjects  which  are  fundamental  to  engineering  are  required  of  the 
students  in  each  course. 

Special  consideration  will  be  given  to  those  who  find  it  impossible 
to  carry  more  than  two  subjects  per  week.  For  their  benefit  a  pro- 
gram covering  a  longer  period  of  time  will  be  worked  out  to  meet 
the  particular  problems  of  each  student  in  this  group.  Those  who  have 
attended  a  college  or  university  of  recognized  standing  for  one  year 
or  longer  may  find  it  possible  to  transfer  credits  and  thus  shorten  the 
time  required  to  complete  the  course  they  desire. 

The  college  year  consists  of  two  semesters  of  seventeen  weeks 
each,  classes  for  regular  courses  meeting  three  nights  a  week. 
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MECHANICAL  ENGINEERING 

This  four-year  course  leading  to  the  title  of  Associate  in  Tech- 
nology, is  designed  to  train  the  student  in  the  fundamentals  of  engi- 
neering and  at  the  same  time  to  develop  in  him  the  ability  to  analyze 
and  solve  engineering  problems  dealing  with  Mechanical  Engineer- 
ing. The  course  prepares  men  to  qualify  for  positions  as  assistant 
engineers,  superintendents,  designers,  foremen,  production  managers, 
and  for  positions  concerned  with  supervision,  construction,  sales  and 
management  in  manufacturing  industrial  plants,  and  especially  in  in- 
dustries making  machine  tools,  engines,  pumps,  automatic  machines, 
handling  and  conveying  apparatus  and  power  plant  equipment. 

The  success  of  graduates  must  be  based  on  scientific  training,  but 
it  must  also  depend  upon  familiarity  with  current  methods.  The 
course  of  study  offered  below  aims  to  give  the  student  both  types  of 
training. 

Satisfactory  completion  of  the  first  three  years  of  this  course  entitles 
the  student  to  a  diploma  in  Engineering.  Classes  meet  three  evenings 
a  week  throughout  the  college  year. 

First  Year 
First  Semester  Second  Semester 

Algebra  Trigonometry  and  Logarithms 

Personal  Efficiency  Engineering  Problems 

Mechanical   Drawing  I  Mechanical  Drawing  I 

Second  Year 
Differential  Calculus  Integral  Calculus 

Mechanics  Mechanics 

Physics  Physics 

Third  Year 

Machine   Design  Machine  Design 

Mechanical  Technology  Industrial  Management 

Strength  of  Materials  Strength  of  Materials 

Fourth  Year 
Students  may  elect  their  program  from  the  following: 
Power  Plants  Power  Plants 

Technical  English  Report  Writing 

Metallurgy  Aeronautics 

Engineering  Drawing  Engineering   Drawing 

Mechanical  Drawing  II  Mechanical  Drawing  II 

Chemistry  Chemistry 
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ELECTRICAL  ENGINEERING 

This  four-year  course  is  designed  especially  to  train  men  to  enter 
upon  the  various  applications  of  electricity  to  the  useful  arts,  and 
leads  to  the  title  of  Associate  in  Technology.  It  should  qualify  men 
to  fill  such  positions  as  engineering  assistant,  electrical  inspector,  fore- 
man, designer,  tester,  and  power  plant  operator  in  the  field  of  elec- 
trical work.  These  occupations  ofiFer  excellent  opportunity  for  grad- 
ual advancement  with  growth  in  experience  and  ability  to  positions 
of  greater  technical  responsibility.  The  whole  work  should  develop 
the  individual  resources  of  the  student  and  give  him  confidence  in 
the  results  obtained. 

Satisfactory  completion  of  the  first  three  years  entitles  the  student 
to  a  diploma  in  Engineering.  Classes  meet  three  evenings  a  week 
throughout  the  college  year. 

First  Year 
First  Semester  Second  Semester 

Algebra  Trigonometry  and  Logarithms 

Personal  Efficiency  Engineering  Problems 

Mechanical   Drawing  I  Mechanical  Drawing  I 

Second  Year 
Differential  Calculus  Integral  Calculus 

Physics  Physics 

Element?  of  Electricity  Elements  of  Electricity 

Third  Year 
Alternating  Current  Circuits  Alternating  Current  Circuits 

Electrical  Laboratory  Electrical  Laboratory 

Mechanical  Technology  Industrial  Management 

or  Mechanics  or  Mechanics 

Fourth  Year 
Students  may  elect  their  program  from  the  following: 

Electrical  Laboratory  Electrical  Laboratory 

Communication  Aeronautics 

English  Report  Writing 

Metallurgy  Chemistry 
Chemistry 
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BUILDING  AND  CONSTRUCTION  ENGINEERING 

The  purpose  of  the  course  is  to  give  those  who  desire  to  qualify  in 
the  field  of  building  and  construction  an  opportunity  to  secure  a  sup- 
plementary training  to  their  present  work,  or  to  prepare  for  the  posi- 
tion they  may  want  to  occupy.  A  major  consideration  of  this  course 
is  to  make  available  an  effective  training  within  the  shortest  time  con- 
sistent with  thoroughness. 

The  course  aims  to  prepare  men  to  enter  upon  the  work  of  the 
actual  construction  of  modern  buildings,  and  to  give  them  both  basic 
and  practical  knowledge  of  building  methods,  in  order  to  lay  a  foun- 
dation for  work  of  responsibility  in  the  field  of  building  construction. 

This  four-year  course  leads  to  the  title  of  Associate  in  Technology. 
Satisfactory  completion  of  the  first  three  years  entitles  the  student  to 
the  diploma  in  Engineering. 

Classes  meet  three  evenings  a  week  throughout  the  college  year. 


First  Year 

First  Semester  Second.  Semester 

Algebra  Trigonometry  and  Logarithms 

Personal  Efficiency  Engineering  Problems 

Mechanical  Drawing  I  Mechanical  Drawing  I 

Second  Year 

Differential  Calculus  Integral  Calculus 

Architectural  Drawing  I  Architectural  Drawing  I 

Plan  Reading  and  Estimating  Plan  Reading  and  Estimating 

Third  Year 
Architectural   Drawing  II  Architectural  Drawing  II 

Mechanics  Mechanics 

Mechanical   Equipment  of  Buildings      Building  Construction 

Fourth  Year 
Architectural   Design  Architectural   Design 

Strength  of  Materials  Strength  of  Materials 

Technical  English  Report  Writing 
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THREE-YEAR  COURSE  IN  INDUSTRIAL  ENGINEERING 
There  are  many  positions  in  the  technical  or  industrial  world  which 
require  of  the  men  or  women  holding  them  a  broad  general  knowledge 
of  industrial  conditions  rather  than  a  specialized  technical  education. 
Careful  thought  has  been  given  to  the  actual  needs  of  people  holding 
such  positions  in  the  building  of  this  course  in  Engineering  for  Indus- 
try, the  satisfactory  completion  of  which  entitles  the  student  to  a 
diploma  in  Engineering.  Students  choosing  this  course  may  elect  to 
substitute  one  or  more  of  the  unit  subjects  listed  in  page  52  for  some 
of  those  listed  below. 

Students  who  may  wish  to  supplement  this  technical  training  with 
a  knowledge  of  business  principles  are  recommended  to  enter  the  Special 
Two- Year  Industrial  Management  Course  in  the  Commerce  Depart- 
ment upon  the  completion  of  this  course. 

First  Year 
First  Semester  Second  Semester 

p^\rr^x^  Trigonometry  and  Logarithms 

Personal  Efficiency  Engineering  Problems 

Mechanical  Drawing  I  Mechanical  Drawing  1 

Second  Year 
Differential  Calculus  Integral  Calculus 

Applied  Mechanics  Applied  Mechanics 

Physics  Pliysics  , 

or  Mechanical  Drawing  II  or  Mechanical  Drawing  U 

Third  Year 

Students  may  elect  their  program  from  the  following: 

Machine  Design  Machine  Design 

Strength  of  Materials  Strength  of  Materials 

Mechanical  Technology  Industrial  Management 

Power  Plants  Power  Plants 

Technical  English  Report  Writing 

Metallurgy  Chemistry 
Chemistry 
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TWO-YEAR  COURSES  OF  STUDY 

A  number  of  two-year  courses  of  study  have  been  outlined  to 
meet  the  requirements  for  specialized  training  of  certain  classes  of 
workers  in  the  field  of  engineering. 

Special  two-year  courses  have  been  arranged  as  follows: 

1.  Electrical  Workers'  Course 

2.  Shop   Engineering  Course 

3.  Mechanical   Draftsmen's  Course 

4.  Building  Trades  Course 

Successful  completion  of  the  subjects  outlined  in  these  courses  will 
entitle  the  student  to  the  Certificate  of  Proficiency  in  his  field  of 
work.  It  will  also  be  possible  for  those  who  desire  to  continue  their 
studies  over  a  longer  period,  to  apply  the  credits  earned  in  these  courses 
in  meeting  the  requirements  for  the  three-year  diploma  in  Engineer- 
ing or  the  four-year  title  of  Associate  in  Technology. 

ELECTRICAL  WORKERS'  COURSE 

This  two-year  course  has  been  planned  particularly  for  those  who 
are  now  engaged  in  the  electrical  field,  having  positions  such  as  Line- 
men, Cablemen,  Radio,  Telephone  and  Plant  Troublemen  and  Re- 
pairmen, Electricians  and  Construction  Foremen,  who  desire  to  gain 
a  practical,  working  knowledge  of  the  more  important  theories  and 
laws  of  electricity.  With  such  a  course  the  student  readily  learns  the 
theory  of  motors,  generators,  circuits,  etc.  He  can  then  observe  the 
operation  of  electrical  machines  in  the  laboratory,  and  learn  the  method 
of  installing,  testing  and  repairing  each  particular  piece  of  apparatus. 
The  course  meets  three  nights  a  week  throughout  the  two  college 
years. 

First  Year 
First  Semester  Second  Semester 

Algebra  Trigonometry  and  Logarithms 

Personal  Efficiency  Engineering  Problems 

Elements  of  Electricity  Elements  of   Electricity 

Second  Year 

Physics  Physics 

Alternating  Current   Circuits  Alternating   Current   Circuits 

Electrical  Laboratory  Electrical  Laboratory 
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SHOP  ENGINEERING  COURSE 

Many  men  at  present  employed  in  shops  and  industries  have  felt 
the  need  of  a  short  course  in  elementary  engineering,  but  have  not 
had  the  training  necessary  to  admit  them  to  the  advanced  engineering 
courses.  To  these  men  the  course  in  Shop  Engineering  offers  an 
opportunity  for  study  in  elementary  shop  mathematics,  Mechanical 
Drav^^ing,  and  allied  subjects,  giving  a  general  knov/ledge  of  Shop 
Engineering  which  is  of  real,  marketable  value. 

Those  completing  the  course  are  awarded  the  regular  Certificate 
of  Proficiency,  and  are  then  qualified  to  enter  the  advanced  engineer- 
ing courses.  This  course  is  under  the  administration  of  the  New 
Haven  Preparatory  School.  The  dean  of  the  Engineering  Depart- 
ment will  be  glad  to  counsel  with  all  students  relative  to  vocational 
problems.  Other  courses  from  the  list  of  unit  subjects  may  be  substi- 
tuted or  added  upon  approval  by  the  dean. 

First  Year 
First  Semester  Second  Semester 

Shop  Mathematics  Shop  Mathematics 

Technical   English  Letter  Writing  and  Reports 

Elect  One  Elect  One 

Mechanical   Drawing  Mechanical  Drawing 

Blueprint   Reading  Blueprint  Reading 

Second  Year 

Algebra  Algebra 

Geometry  Geometry 

Elect  One  Elect  One 

Physics  Physics 

Mechanical  Drawing  II  Mechanical  Drawing  II 

MECHANICAL   DRAFTSMEN'S  COURSE 

Many  men  are  desirous  of  obtaining  a  basic  course  to  prepare  them 
to  fill  adequately  positions  in  drafting  or  design  with  industrial  and 
manufacturing  concerns.  To  such  men  the  course  outlined  below 
offers  a  combination  of  drafting  practice  and  instruction,  together 
with  courses  in  the  mathematical  and  engineering  principles  funda- 
mental to  all  drafting  and  design.  They  are  thus  enabled  to  obtain  a 
thorough  technical  training  and  to  develop  a  definitely  marketable 
skill  within  the  shortest  time  possible.  The  Certificate  of  Proficiency 
in  Drafting  is  awarded  for  the  satisfactory  completion  of  this  course. 
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Mechanical  Draftsmen's  Course 
First  Year 

First  Semester  Second  Semester 

Algebra  Trigonometry  and  Logarithms 

Mechanical    Technology  Engineering  Problems 

Mechanical  Drawing  Mechanical  Drawing 

Second  Year 

Physics  Physics 

Machine  Design  Machine  Design 

Engineering  Drawing  Engineering  Drawing 

BUILDING  TRADES  COURSE 

This  course  is  not  in  any  sense  a  trade  school  course,  but  rather 
serves  those  who  are  employed  in  positions  such  as  Carpenters,  Con- 
tractors, Building  Inspectors,  Construction  Foremen,  Estimators  and 
Erectors  by  providing  for  them  a  course  which  in  a  brief  time  gives 
them  the  necessary  supplementary  training  in  those  subjects  which  are 
essential  to  their  success.  It  prepares  men  to  enter  upon  the  work  of 
building  construction  by  giving  them  a  sound  training  in  building  meth- 
ods and  materials,  and  teaching  to  them  the  underlying  principles  and 
theories  of  Building  as  a  science.  This  course  also  constitutes  an  ex- 
cellent preparation  for  those  who  wish  to  qualify  as  Architectural 
Draftsmen  and  Designers.  The  Certificate  of  Proficiency  in  Building 
is  awarded  for  the  satisfactory  completion  of  the  course. 

First  Year 
First  Semester  Second  Semester 

Algebra  Trigonometry  and  Logarithms 

Architectural   Drawing  I  Architectural   Drawing  I 

Plan  Reading  and  Estimating  Plan  Reading  and  Estimating 

Second  Year 
Architectural  Drawing  II  Architectural  Drawing  II 

Mechanical  Equipment  of  Buildings       Building  Construction 
Physics  Physics 

OTHER  SPECIALIZED  COURSES 

Frequently  technically  trained  men  find  themselves  in  need  of  a 
course  covering  briefly  the  underlying  principles  of  some  specialized 
phase  of  engineering.  The  dean  of  the  department  will  by  appoint- 
ment assist  in  arranging  for  such  of  these  courses  as  are  needed. 
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DEPARTMENT  OF  ENGINEERING 

DESCRIPTION  OF  SUBJECTS 

The  letters  and  numerals  following  the  title  of  each  subject  indi- 
cate the  classification  of  that  subject.     The  following  key  is  used: 

A     Aeronautics  P      Production    Engineering 

B      Building    and    Construction  M      Mathematics 

E  E      Electrical    Engineering  M  E      Mechanical    Engineering 

E  M      Engineering    Mechanics  Met     Metallurgy 

All  full-year  subjects  are  numbered  with  a  double  consecutive  num- 
ber and  all  single  semester  subjects  with  a  single  number.  The  ad- 
ministration reserves  the  right  to  change  or  alternate  the  order  of 
subjects  within  the  curriculum  and  to  omit  or  substitute  subjects  with- 
out previous  notice.  Since  all  subjects  are  not  given  each  year,  students 
should  consult  the  schedule  of  classes  for  information  about  subjects 
offered  during  the  present  year. 

The  College  reserves  the  right  to  withdraw  in  any  year  any  elec- 
tive or  special  course  for  which  less  than  twenty  enrollments  have 
been  received.  Students  affected  by  such  withdrawals  will  be  permitted 
to  choose  some  other  course,  or  in  the  case  of  special  students,  a  full 
refund  of  all  tuition  and  other  fees  will  be  made. 

Instruction  is  given  by  means  of  lectures,  recitations,  practical 
exercises  in  the  laboratory  and  drawing  room  work.  When  possible, 
inspection  trips  are  made  to  some  of  the  representative  plants  for  the 
purpose  of  studying  actual  conditions.  The  best  and  most  adaptable 
texts  are  used  in  each  course.  The  more  important  subdivisions  of 
each  subject  are  given  in  the  following  description  of  subjects. 

MATHEMATICS  (M) 
Shop  Mathematics  (M-1-2) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

A  course  to  review  arithmetic  used  by  the  man  in  the  shop.  The  course 
alms  to  give  a  thorough  knowledge  of  practical  elementary  mathematics,  and 
to  prepare  one  for  further  study  in  engineering. 

Algebra  (M-3) 

Two  hours  each  week  during  one  semester.     Credit,   2  semester  hours. 

This  course  starts  with  a  rapid  although  thorough  review  of  the  simpler 
operations  of  algebra,  followed  by  a  study  of  linear,  simultaneous  and  quad- 
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ratic  equations;  exponents,  roots  and  radicals.     Special  consideration  is  given 
to  the  importance  of  being  able  to  solve  practical  problems  in  engineering. 

Trigonometry  and  Logarithms  (M-4) 

Two  hours  each  week  during  one  semester.     Credit,  2  semester  hours. 

The  definition  of  trigonometric  functions  as  ratios;  the  line  value  of 
the  functions;  periodicity  of  the  functions;  derivations  of  formulas;  solu- 
tion of  trigonometric  equations;  proof  of  identities;  logarithms  and  the 
solution  of  right  and  oblique  triangles.  Considerable  practice  is  given  in 
the  calculation  of  practical  problems,  enabling  the  student  to  apply  his 
trigonometry  in  the  engineering  field.  The  attention  of  the  student  is 
focused  on  the  meaning  of  the  problem,  and  not  on  memorizing  the  methods 
of  solution. 

Prerequisite — Algebra  (M-3). 

Engineering  Problems  (M  5-6) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

Consists  mainly  of  a  course  in  problems  based  on  engineering  principles, 
supplemented  by  discussion  periods  and  lectures.  The  course  serves  to  orient 
the  student  and  helps  to  present  a  survey  of  the  engineering  profession,  so 
that  he  may  better  understand  the  methods  of  thought  and  work.  The  aim 
is  to  develop  in  the  student  a  habit  of  using  correct  methods  of  thinking 
and  analysis  in  the  solution  of  engineering  problems.  A  certain  amount  of 
technical  reading  is  prescribed  supplementary  to  the  course. 

Differential  and  Integral  Calculus  (M  7-8) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

In  this  course  are  taken  up  the  theory  of  limits;  rate  of  change;  differ- 
entiation of  algebraic,  trigonometric,  exponential,  and  logarithmic  functions; 
slopes  of  curves;  maxima  and  minima,  with  practical  problems.  The  second 
term  deals  with  integration  as  the  inverse  of  differentiation;  as  a  process  of 
summation;   definite  integrals,  areas  and  volumes. 

Although  the  subject  matter  deals  with  considerable  theor)',  the  practical 
application  of  this  theory  to  engineering  problems  is  kept  in  sight,  and  the 
course  is  an  excellent  aid  to  developing  the  analytical  ability  which  is  one 
of  the  chief  assets  of  the  engineer. 

Prerequisites — Algebra  (M-3),  Trigonometry  (M-4). 

MECHANICAL  ENGINEERING  (M  E) 
Mechanical  Drawing  I  (M  E  1-2) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  of  an  elementary  nature  and  is  intended  for  the  student 
who  has  had  no  experience  in  the  use  of  drawing  instruments.     Instruction 
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IS  given  in  the  selection  and  use  of  instruments,  lettering,  geometrical  con- 
structions, revolved  and  auxiliary  views,  orthographic  projection,  intersections, 
fastenings,  and  simple  plates  on  machine  details  and  drafting  room  stand- 
ards. 

Mechanical  Drawing  II  (M  E  3-4) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  contains  a  brief  review  of  the  fundamentals  of  drafting, 
which  is  followed  by  advanced  work  in  reading  and  translating  drawings. 
Detailed  and  assembly  drawings  of  machine  parts  and  simple  machines  are 
made  from  free-hand  sketches  and  other  data.  The  course  should  develop 
the  ability  to  vizualize,  and  give  a  thorough  foundation  for  the  study  of 
machine  design. 

Prerequisite — Elementary  Mechanical  Drawing  (M  E    1-2). 

Engineering  Drawing  (M  E  5-6) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  a  continuation  of  M  E  3-4  and  includes  working  draw- 
ings, dimensions,  detail  and  assembly  drawings,  bills  of  material,  specifica- 
tions, commercial  practice,  technical  sketching,  and  problems  on  cams, 
mechanisms,  and  gears. 

Prerequisite   (M  E  3-4). 

Power  Pl\nts  (M  E   7-8) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  a  study  of  power  engines,  boilers,  fuels,  fuel  economy, 
boiler  accessories,  steam  and  gas  engines,  turbines,  and  transmission,  and  dis- 
tribution of  power.  A  discussion  of  the  advantages  and  weaknesses  of  each 
type  of  appliance  is  included. 

Machine  Design  (M  E  9-10) 

Two  hours  a  week  throughout  the  year.      Credit,  4  semester  hours. 

This  course  includes  the  design  of  machine  parts  by  the  analysis  of  the 
stresses  involved,  materials  used,  and  the  selection  of  the  proper  factors  of 
safety.  The  machine  elements  are  studied  rather  than  designs  of  complete 
machines.  Such  items  as  fastenings,  shafting,  belts  and  pulleys,  couplings, 
clutches,  journals  and  bearings,  spur  gearing,  bevel  gearing,  worm  gearing 
and  screw  gearing,  power  screws,  cams,  linkages  and  reducing  motions  are 
among  those  studied.  A  working  knowledge  of  Mathematics  and  Mechan- 
ical Drawing  is  necessary  for  this  course. 

Comments.  This  is  not  a  drawing  course  but  aims  to  familiarize  the 
students  with  the  methods  of  computation   used  in   the   design   of  machine 
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elements,  one  of  the  objects  being  to  make  the  student  analyze  the  problem 
in  hand  rather  than  resort  to  "Hand-book  Engineering." 

Mechanical  Technology  (M  E  ii) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

A  survey  of  methods  of  production,  of  the  properties  and  uses  of  engi- 
neering materials,  and  a  study  of  machinery  and  tools  used  in  the  manufac- 
turing and  treating  of  the  various  engineering  materials.  The  course  in- 
cludes the  general  background  information  every  engineer  should  have. 


ELECTRICAL  ENGINEERING  (E  E) 

Elementary  Electricity   (E  E    1-2) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

In  this  course,  the  general  problems  of  power  generation,  transmission, 
and  utilization  are  considered  for  both  direct  and  alternating  (single  and 
polyphase)  currents  under  the  following  divisions:  General  circuit  relations, 
principle  and  operation  of  generators,  design  of  transmission  lines,  types 
and  characteristics  of  motors,  metering  devices.  Emphasis  is  laid  upon  the 
application  of  simple  physical  principles  to  practical  engineering  problems. 
The  course  includes  the  assignment  and  solution  of  a  number  of  definite 
problems  dealing  with  various  phases  of  electrical  engineering. 

Direct  Current  Machines  (E  E  3) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

Consists  of  a  study  of  the  electrical  and  magnetic  circuits,  particularly 
as  applied  to  direct  current  machines.  Many  practical  problems  are  taken  up 
during  the  course,  based  on  current  industrial  experience. 

Prerequisite — Course    (E   E    1-2). 

Alternating  Current  Circuits  (E  E  4) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

A  study  is  made  of  the  principles  and  laws  of  and  pertaining  to  alternat- 
ing current  circuits,  simple  alternating  current  machines,  and  electrical  com- 
munication. 

Prerequisite — Course  (E  E  1-2). 

Electrical  Laboratory  (E  E  5-6) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

A  laboratory  course  accompanying  E  E  3  and  4.  Descriptive  studies 
are  made  of  motor  apparatus,  and  of  the  assembly  and  control  mechanisms, 
also  speed-load  tests  of  various  power  units. 
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Alternating  Current  Machines  (E  E  7-8) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

The  laws  and  fundamental  principles  of  alternating  current  machinery 
are  studied.  Particular  attention  is  given  to  the  method  of  attacking  prac- 
tical problems. 

Communication  (E  E  9) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

An  elementary  course  in  the  theory  of  radio  communication.  The  course 
includes  a  consideration  of  elementary  circuits,  oscillating  circuits  and  reso- 
nance phenomena;  physics  of  the  thermionic  vacuum  tube;  the  thermionic 
vacuum  tube  as  a  detector,  as  an  amplifier,  and  as  an  oscillator;  regeneration 
and  its  control;  audio  frequency  amplification;  radio  frequency  amplifica- 
tion; rhe  neutrodyne;  the  superheterodyne;  loud  speakers;  rectifiers  and 
"B"  supply  units;  the  shield-grid  tube  and  its  applications;  antennae;  wave 
propagation.  The  instruction  is  given  by  lectures  and  laboratory  experiments 
demonstrating  the  theory  under  consideration. 


BUILDING  AND  CONSTRUCTION  ENGINEERING  (B) 
Architectural  Drawing  I   (B   1-2) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

An  elementary  course  in  the  fundamental  principles  underlying  archi- 
tectural drawing  including  geometrical  constructions,  orthographic  projec- 
tion, isometric  drawing,  architectural  mouldings,  and  the  Roman  alphabet. 
House  plans  and  elevations  and  details  of  practical  framing,  and  masonry 
and  wood  construction  are  included.  A  preliminary  knowledge  of  mechan- 
ical drawing  is  desirable. 

Architectural  Design   (B   3-4) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  is  a  continuation  of  the  course  in  Architectural  Drawing. 
It  takes  up  the  design  of  a  small  building  from  a  given  program,  and  in- 
cludes the  making  of  complete  plans,  elevations,  and  working  drawings. 
The  study  of  the  architectural  orders  and  one-and-two-point  perspectives  is 
also  included.  Time  permitting,  the  course  also  takes  up  architectural 
shades  and  shadows,  heating,  estimating,  and  the  aesthetics  of  design. 

Prerequisite — Course  (B   1-2). 

Structural  Drawing  (B  5-6) 

Three  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 
The  purpose  of  this  course  is  to  familiarize  the  student  of  architecture 
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with  the  various  structural  members  of  wood  and  steel.     Detailed  drawings 
are  made  of  wooden   trusses   and  other   framing  and   steel   beams,   girders, 
columns  and  roof    trusses.     The    course  also  includes  graphical    problems  in 
statics  and  problems  in  elementary  structural  design. 
Prerequisite — Course   (B   1-2)   and  Mechanics. 

Mechanical  Equipment  of  Buildings  (B  7) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

A  detailed  study  of:  (i)  Heating:  steam,  warm  air,  hot  water,  radiators, 
boilers,  piping,  fuels.  (2)  Ventilation:  theory  of  ventilation,  application 
to   schools,   theaters,   auditoriums,   public   buildings;    the   collection   of   dust. 

(3)  Plumbing:   storage,   pumps,   supply   lines,   hot   water,   drainage    disposal. 

(4)  Auxiliary   fire    apparatus.      (5)    Electrical   equipment:    lighting,   wiring, 
refrigeration.     (6)    Elevators. 

A  good  part  of  the  time  of  this  course  will  be  spent  in  inspecting  instal- 
lations of  mechanical  equipment  that  illustrate  the  theory  under  discussion. 

Building  Construction   (B  8) 

Two  hours  a  week  during  one  semester. 

A  study  of  frame,  ordinary,  mill  and  fire-proof  construction;  properties 
of  stones,  bricks,  terra  cotta,  concrete,  steel,  timber;  building  codes,  etc. 

Plan  Reading  and  Estimating  (B  9-10) 

Two  hours  a  week  for  two  semesters.     Credit,  4  semester  hours. 

A  practical  course  in  reading  working  drawings  and  estimating  quanti- 
ties from  blueprints.  This  course  is  planned  to  familiarize  the  student  with 
the  conventional  methods  of  representation  used  by  engineers  and  architects 
in  every-day  practice.  Special  emphasis  is  placed  upon  builders'  blueprints 
and  the  indications  or  symbols  of  the  various  elements  of  buildings. 


ENGLISH    (E) 

Technical  English   (E-i) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

The  effective  use  of  English  is  a  necessary  part  of  the  technical  man's 
training.  He  is  constantly  being  judged  by  his  daily  conversations  and  writ- 
ten communications,  and  must  bear  in  mind  the  accepted  standards  of  good 
usage.  This  course  is  for  technical  students,  and  covers  the  principles  of 
technical  writing;  letters  and  telegrams;  descriptions;  abstracts  and  papers. 
Clearness  of  exposition  and  forceful  presentation  of  the  subject  matter  are 
stressed  throughout  the  course. 
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Report  Writing  (E-2) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

In  all  functions  of  administration  and  management,  the  report  is  a 
necessity,  as  the  results  of  months  of  eflFort  and  work  are  frequently  summed 
up  in  it.  The  average  engineer  has  given  little  or  no  attention  and  thought 
to  the  principles  of  report  writing,  and  consequently  many  half-developed 
reports  are  the  result.  A  good  report  calls  for  a  clear,  forceful,  and  logical 
presentation  of  objective  data,  and  a  careful  and  systematic  analysis  of  the 
conditions  as  revealed  by  the  data. 

The  course  will  give  major  emphasis  to  the  assembling,  planning  and 
presentation  of  data,  the  construction  and  form  of  a  report,  the  use  of 
graphs  and  charts,  drafting  recommendations  and  conclusions,  and  the  pre- 
sentation of  the  report.  Throughout  the  course  regular  written  assignments 
of  report  writing  will  be  required,  based  on  actual  cases  in  the  industrial 
field. 


PRODUCTION  ENGINEERING  (P) 

Industrial  Management  (P-i) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  deals  particularly  with  directing  the  application  of  the 
forces  of  labor  and  machinery  to  materials  for  the  efficient  production  of  a 
commodity.  The  following  subjects  are  considered:  Industrial  organization, 
types  of  organization  and  departments,  buildings  and  equipment,  planning 
the  production,  handling  the  materials,  inventory  records,  production  con- 
trol, labor  management,  the  foreman,  wages  and  incentives,  the  cost  de- 
partment, planning  department,  synchronizing  sales  and  production. 

The  viewpoint  of  the  average  size  industry  is  taken  throughout  this 
course  from  the  fact  that  the  student  body  represents  on  the  average  the 
medium-sized  organization. 

Personal  Efficiency  (P-2) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

Very  few  college  students  know  how  to  study  and  work  effectively.  A 
larger  percentage  of  failures  in  school  work  and  in  the  tasks  of  every  day  life 
is  due  to  lack  of  ability  in  planning  and  working  effectively  than  to  any 
other  single  cause.  This  course  is  planned  to  give  students  in  usable  form  the 
psychology  of  learning  with  special  emphasis  on  economy  in  learning;  the 
tested  methods  of  study;  helps  in  planning  work,  and  in  executing  plans; 
and  many  other  details  of  personal  efficiency  in  meeting  the  problems  of  class 
room  and  of  life. 
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ENGINEERING  MECHANICS  (E  M) 

Mechanics  (E  M   1-2) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

The  subjects  treated  are:  Collinear,  parallel,  concurrent,  and  non-cur- 
rent force  systems  in  a  plane  and  in  space;  the  determination  of  the  re- 
sultant of  such  systems  by  both  algebraic  and  graphical  means,  special  em- 
phasis being  placed  on  the  funicular  polygon  method  for  coplanar  force 
systems;  the  forces  required  to  produce  equilibrium  in  such  systems;  first 
moments;  and  problems  involving  static  friction,  such  as  the  inclined  plane 
and  the  wedge;  center  of  gravity,  simple  machines,  gravity  and  motion, 
inertia    and    rotation. 

A  large  number  of  problems  are  considered  showing  the  application  of 
Mechanics  to  various  phases  of  engineering. 

Strength  of  Materials  (E  M  3-4) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

This  course  includes  a  study  of  elastic  and  ultimate  strengths,  general 
properties  of  engineering  materials,  moments  of  beams,  cantilever  and  sim- 
ple beams,  columns  or  struts,  torsion  of  shafts,  elastic  deformations,  miscel- 
laneous applications,  reinforced  concrete,  combined  stresses,  resilience  of 
materials,  theory  of  deflection  of  beams  and  internal  stress.  References  are 
made  to  materials  of  construction  as  treated  in  the  hand-books  and  other 
sources. 

Prerequisite   (E  M    1-2). 

Materials  Laboratory  (E  M  5-6) 

Two  hours  a  week  throughout  the  year.     Credit,  4  semester  hours. 

Experiments  are  made  to  determine  the  strength  of  metal  under  various 
stresses.  In  addition,  experiments  are  made  on  guage  and  instrument  cali- 
bration if  the  time  permits.  Many  specimens  are  tested  by  compression, 
tension,  shear,  torsion,  fatigue  and  hardness,  to  familiarize  the  student  with 
the  types  of  tests  used  industrially. 


METALLURGY   (Met) 
Metallurgy  (Met  i) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

This  course  includes  a  study  of  ores,  fuels,  refractories,  non-ferrous 
metals,  iron  ores,  and  mechanical  and  heat  treatment  of  steels.  It  combines 
the  lecture  and  class  room  demonstration  methods,  and  is  designed  to  meet 
the  needs  of  men  employed  in  industry. 
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AERONAUTICS   (A) 
Ground  Course  (A  i) 

Two  hours  a  week  during  one  semester.  Credit,  2  semester  hours. 
This  course  covers  the  essentials  needed  by  those  preparing  to  take  in- 
struction in  flying.  It  includes  (i)  the  theory  of  flight,  types  of  heavier 
than  air  craft,  rigging,  controls,  assembly;  (2)  motors:  general  design,  bal- 
ance, cooling,  ignition,  etc.  (3)  Meterology:  Pressure  areas,  winds,  weather 
bureau  reports,  weather  maps,  forecasting;  (4)  Navigation;  (5)  Air  Com- 
merce; (6)  Various  Licenses;   (7)   Instruments. 

Airplane  Engines  (A  2) 

Two  hours  a  week  during  one  semester.     Credit,  2  semester  hours. 

A  study  of  the  details  of  modern  airplane  engines,  including  a  discus- 
sion of  the  advantages  and  disadvantages  of  each  type  for  various  uses;  over- 
haul; testing;  etc. 


CHEMISTRY  (C) 
Chemistry  (C  i) 

Three  hours  a  week  during  two  semesters.     Credit,  6  semester  hours. 

A  course  in  the  fundamentals  of  elementary  chemistry  with  laboratory 
work  by  the  student,  designed  for  men  employed  in  the  industries.  Special 
attention  will  be  given  to  the  industrial  application  of  the  fundamental  prin- 
ciples. 

Chemistry  (C  2) 

Two  hours  a  week  during  two  semesters.     Credit,  2  semester  hours. 
A  laboratory  course  to  be  taken  with  the  above  course. 
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